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& be tamihar with cight primary principles m developir d maifffaining cffecnve volunteer - -
programg ) M . ' 1

xolunuq prog um J -
. ) .

L nml\ ze the ne L\)dl‘v rashs to undertahe upon return to é’]t‘l( own\xxenuu and to develop
plans tor accogiplishing those tasks ™ R
* bo)wzte'ez Program [)Qve/Opmerp,& Guide (participants’ take-hpme book, also used as a pri- .
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Trainer

Requirements:

Content:

‘Methodology:

Time

Requirements:
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.

il

cexpertise i setting up and'managing training events, skill in managing group dynamics, and

& wo sound Mmstnps.(ulm\lrxp and audio cassette) . P

This training program & dur),n\.d?or she person ity alcohol service agencies who is or will be the

volunteer ¢oor finator tor that agency . A scwndmv audience is the statt PEFSON N an agency
wha s responsible for looking at the Icasmrht,y of establishing a volunteer progmn/\ for that
ageney . Spinott uses of part of the course materials inclyde orientation of agency boards ot
duectdrs and agency statt 1o the: pnnuplcs ol volunteer programs. ..

- 1
Both trgining shifls and tirSthand expérience or knowledge in planning and fnanagcm'en; ¢
volunteer programs are needed to conduct this program, The training skills requived include 4

-

minimal skill4n operating audiovisual equipment. Refresher materiaon training 3kills is in- -
cluded in the Trainer’s Manual, tsbértise in the management and planning of volunteer pro-, _
grams is important in leading group discussions. If the trainer lacks this bazkgl ound, such an L .
individual with appropriate experience may be invited to act as a resource person during thé ) o
trairfing pragram. This resource person shouLd.be completely famqlqar with the approach of the
Lraining mckaxc so that the resource input will tully u)mpl'emem thc content of the _package.

L3
Session 107 Pras and Cons of a Volunteer Program ' ’
Session 20 Principles of an Effective Vélunteer Program : .

,Scssmn 3. Planning a Pilot Volunteer Program - . . " -
Svssion 4:. Getting Started w‘;th Your Own Agehcy Program _ ' )
Small and Iargc group discussions dnd hoblom solwng sound fllmsmp presentations, mdmduai A
pencil- and papcr task assignments.” -

Eight hours total training time; sessions range from 1% to 2V foyrs dutation. )
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How angd°Why “Using Volunteers in
Your. Agency’’ Was Developed

P .
This training mode! was-developed by the National
Centen for Alcohol Education (NCAE) in coeperation
with the Area Alcohol Education and Traininhg Pro-'
grims (AAE ﬁ’) to meet the needs of alcoholism service
workers as identified in needs assessment data gathcred

by the AAETPs. The need for trammgasswtance in plan-

ning, designing, and implementing volunteer progrags
in local agencies was expressed i% all four. AAETP areas,

making the topic approprn:ne for thc dcvelopmént of a '
-national training model

NCAE staff wrote the resource document, thc Vo/untccr
Program Deefopment Guide, and designed the training
activities in. consultation with the four AAETPs and with
alcoholism fleld personnel who are responsible for train-
ing in gheir own agencies. This team approac.h 10 model
development and field demonstrat:oﬁ of the_ training
mode! brought Iocal experience and perspectives:to the
project. - - _ A

e o
in addition, NCAE conducted a literature search and
contacted fmumerous agencies with successful volunteer,
programs, mc!udmg the American Red Cross and the
National Center for Voluntary Action. The matcrials.
have been reviewed by content specialists*and consimer-
users. Ce '

Pilot field demon'strations were heltd In three of the .
four AAETP areas, involvipg trainers with a wide range

. of professiondl education and experience in different

tralning settings. Field demonstrations were formally
evaluated to assess thair instructional adequacy and
theic relevance to participants’ needs, and to obfain

" information on which to base further refinement of the

training materials.

: The mode! has been revised since the pilot demonstra.
“tions to make thc trainer’s. ta{!s easy as possivle. .

* FlexibHity has been built into the model so, that it can

. be adapted to meet individual neads and circumstances_. :
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. "Using Volunteers ig Your Agency:. Planning,. Imple to their planned use in sc‘ssions‘{ahd 3, the filmstrips
menting, and Maintaining a Volunteer Program” is a can be used mdependently for orienting agency boards

" training package designed for people interested in be- ofdnrectors’h‘ﬁd/or agency staff. -,

ginning a volunteer proéram in an-alcohol service agency ,
or in improving an ¢xisting program. It is an 8-hour, _Who can benefit from this.training? /

¢ |ndividuals responsible for planning, imple-
- menting, and maintainimg a volunteer program -
in an alcohot service agency are the primary
.- target audience, The workshop shauld benefit
both those who are planning such a:program
“and those who want to improve an existing pro-

fourssession workshop. Workshop materials include: : /4

® the Trainer Manual (includ_ir;g masters for pre-
paring partitipant handouts and transparencies
for use with an overhead projector),

® Session Qutline Cards (for tainer use in deliv-

-

ering thf. workshop}, | gram. | .
¢ .the Volunteer Program Development Guide . ® Agency boards of directors and agency staff oo
{for the trainee*), and © "' may abo penefit from adapted portions of the
workshop. Boards of directors often need to be ‘
® two sound filmstrips (filmstrips ‘and audlo . , convinced that volunteer programs can beproc .
cassetm) L * 7 ductive. Staff members nesd to be réassured -~
- , N
The Trainey Manul provides information about pnpar - ,that their roles are fot t!\rea.tgned and that ade-
ing for and managing the workshop. The Session Outline quate forethought 's going inta the volunteer
Cord’s are a sassion- by~sossion guide for trainer use during program.. F'or this pt{rpf)u,__trainee‘s ‘may be
the workshop. The Voluntesr Program Dcwlopmmt interested in borrowmg the sound fnl_mstnp?' . 3
o Guide Is the participant's:text for use Both during the ) .fron? the.tramfr and using t.hem to initiate dis
a workshop and as a posttraining reference. The two  ° / cassions in their own agencies. ' ,
o soung fiimstrips cover the principles of an effective s . >
. volunteer program and the steps involved in planning, - Who can best conduct the workshoff? .
designtn;, and m?ementih; wich a program, In addition . g . .
~ ) " Iwplementing this workshop requim both trainma e
C 0 *Tha terms Steainee” and “participant'’ are used interchange- skitis {i.e., ability to organize and manage a training ,
U ably in thie package. - . pyBgram, md group dlscuuiom present audiovisual




© M . : - .
“materials, and facilitate small group work) and a knowl- . Participant handouts and overhead transparen.
edge of how volunteer programs operate. A trainer or ' cies must be rcproduced trom masucrs in appen
training team combining these arcas of expertise is - . dixes C and.D. . e
. ¥ t

needed to conduct tp? workshbp most effectively.

. -
. o _ w many participants should be recruited?
® A volunteer program director or coprdinator ;

without extensive training experience may de- THyWorkshop Is designed for 12 to 20 trainees. Usually,
liver the workshop successgully with thy/aid 75 18100 invitations are requnred to obtain this number
of the fully detalled information about gon- - of partlc!pants _ - _
. dudting this workshop dnd the traiperr resher ¢ T
; material provided in scctlon 1 anfappenglxcs ’ Where can the workshop be' conducted?
: A and B of this manual.
T : The trammg site should be camfortablo and attractive
. ® An éxperienced trainer with no Tecial know and must be large enough to accommodate 20 partici- <
.edge of volunteer programs may conduct the pants far y
workshop with the assistance of a person ex- : , . :
- - perienced Wwith volunteer programs actin{; as ' @ large group discussion,
cotrainer or re_soqr'c_c person. L _ ® small groUp work, and ;o
g . ® audiovisual presenta\tions.
' What kind of preparation is necessary T (See appendix B for further discussion of training site
) to conduct the workshop? ’ o N selection.) ‘
: Trainer Manual. This document, the Trainer Manua/ is .
Implicit in the-use pf this training package isa wiling- designed to help the trainer prepare for conductmg the
ness to work with materials developed by others. This, workshop. Thg remainder of this secthot describes the
: in t;urn requires a willingness to spend adequate time to- workshop materials and suggests.a preparation proced- *
/" master the training package materials and mcthods. " ure. Sectiap |1 describes in detail the contents and activi-
, - ties ofeach training session. Reduced copies of the hand-
: ‘® Proper trauner preparation will require studying outs and transparencies to be used in the sessions and
thi¢ manual and the Yolunteer Program Devel- the scrspts and accompanying visuals of the ﬂlmstrnps
1 opmient Guide, previewing all of the training ~  used in sessions 2 and 3 are included in the text of sec-
J materials, and conducting at least one rehearsal, tion 1t, as well as background information about why
or dry ruri before actually prestnting the work- each activity was chos?ncand any special points of em-
shop. It would also be very useful to read Vol- phasis or cautions involved in-ffresenting the material.
unteer Services: A Manual for Alcoholism Pro- ‘ Appendix A provides refresher materfal on the trainer
Jram DirectoR®, also produced by NCAE, for ' role and.a re_view.f of ger)eric informatior! abou?conduct-
further background irgformatl n about volun ing an adult training program. Appendix B discusses
teer use in the alcohql service Beld. This train- , » workshop management and logistics and included sample
. ia{package presents a generic planning progess?’ recruiting materials. Appendix C contains masters of tl}e
. © Volunteer Services discusses issues such as sps- handouts to be reproduced and distributed to partici- .
B cific uses of vplunteers in an alcohol service pants. .Appe.ndlx D CO““":" mastcrs.o'f the overhe.ad
: agency, working with Alcoholics Anonymous , transparencies to be ussd n each sassion. Appenc.jax. t
(A.A.), and using volunteer counselors. COHHNR tra!nmglcv_alua.t:on Instrumént for oguwal
. ' ' _ use. -
" ® In addition to preparing to-present the work- Session Outliné Cudg. The S._;s]on \"QDC\QI,WS are
' shop, the trainer must be able to assume or tue cards for trainer use during the workshop~This for-
assign the role of program manager to carry - mat allows the trainer to move around the rod rather
_ out managerial and |6gistical tasks involved in than becoming a captive lecturer behind a desk or
R : * ' conducting the workshop. {Se¢ aphendix B podium, The cards are merely afi outline; space is pro-
: for review of workshop managément.) §° vided for notesand key questions the trainer will pre-

&

pare for his or her own use |n conducting the work;hop

. ; _ _ ’
Y : L “ '.'. -+ The cards follow the sam uq&ence and format for each

‘ N ! L session. The first cards provide aqovc'rviewo he train--
*This baok can be ordered from the Superintendent of Docu-

c _ mants, U.S. Government Printipg Office, Washington, D.C. " ing uquenco, including suuemd time pqriod r sach '  .":
L 20402. Request Stock No, 017424-00347 The prce i 1. 1w, <activity . T
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The next cards spegify tramlng goals and particlpant
ob;ectwes

SRR GAax T ANE SR A R RGP SUELY

Goals and Oblectives

A}

DM Irmnng pesn 6 1N as we e

a
*u

Subséquent cards summarize the media, materials, equip-

ment, training methods, and suggested meeting room ‘

arrangements for the session.

(SRS

g
. Cos e R N I A

Methods. Materials. Media, Equipment,
Meeting Room Arrangements

e . .
® Vrane graapranan
L LIt
. mﬁqum;
o nat pous e asen
¢ Lop ym':m

Mol
. ';tuw b Partw i >-~-'M(»;-

1 _ M
- % s
The remaining- cards spacify the training actwities.
Mcdn matesials, and equipment.are noted in the ieft
margms of these cards as .thcy occur in the training
' soquence . ~

Participant Handbook. The Volunteer Program Develop-
ment Guide is areference for both trainer and partici-
pants during the workshop and an on-the-job guide for
developing or improving a volunteer program, Section |
introduces eight basic principles for an effective volun-
teer program. - . - :

Sections Il, I, and 1V discuss exploration, design, and

implementation phases in establishing a volunteer pro-
gram in terms of the operational steps involved in carry-
ing out each development phase. SectionV contains

bibliography and describes other resqurces. available to
program planners. Sample documents related to recruit-
ing, interviewing, ant&vdunteer orientation and training

~

are also provided. : _ T

- s

-

Transparencies. Masters for preparing transpafencies for
use with an overhead projector ate to be found in ap-
pendix D. Their use allows the trainer to present infor-
mation to the whole group in an easy and efficient man-
ner. Having information ready on a “‘premade chalk-
board” dllows continuity in the presentation, focuses
attention on significant materi'al, ind provides built-in
emphasis on the material thus presented: Reproduction
of transparencxes and operation of the‘overhead projec-
" tor are described on pages 53 and 54. If an overhead
projector cannot be used, this materlal can.be put on a
flipchart or chalkbdard. '

~

Sound ﬂlmstrips'k The sound filmstrips are used in ses-

‘ions 2 and 3 to present the eight principles of an effeg-
tw: ‘volunteer program and the steps in planning, imple-
mentmg, and maintaining a volunteer program. Uss of
the filmstrips in the workshop is described in section |1.
Operatlon of the ﬂlmstrip pro;cctov‘ Is duscussed on
page 55, .
Partlcﬁ)am handouts. Masters for'the participant hand™
outs are to be found in appendix C of the manual.
Copies for each participant must be regroduced before
the workshop. THelr use in the sessions is discussed-in
section 41 _ S e

.

~




What is the suligested procedure for
preparing to conduct the workshop?

v . - , L) .
Managcm‘em, and logistics. The first cor:sideration‘s in
preparing for the workshop are those of organiza‘tion
choosing a time and place, recruiting and slectmg par-
ticipants, and ‘obtainjng Materials aftl squipment. See
appendix B for suggestions aboyt pladining and carrying
out these management tasks.

Mastery of content and ses’sio‘r? sequence. In preparing to
conducy the worRshop, it is suggested that the trainer

begin by reading-through section 1, in.conjunction with -

the SessionVutline Cards, to become famifiar with ‘the

_ total contents 4pd sequience of the sessions and the

Ge

workshop matdidls (handouts .;ransparen(}es{/ and
filmstrips). . -~\_'1 ;

A.,_ ¢

Background and fcfrcshcr n)amnils Nth t\he 1ramer
may want to go over’section !} again, thisitime rcadmg
the releyant settions ef the Volunteer Proqmm vae/op
ment Guldg and the refresher notes in append’{

mam?:l-as the are referred to in the text.

s

Session notes. The next stepis td review the Session
" Qutline Cards, this time planning specifically how o)sth
session will be conducted and making notes on thg cue

“cards about introductory remarks and key questions to
®

Qf tt\e’.;

.

emphasize particudar points, stimulate discussion, sum-

~ marize sessipns, and so on, If there is to be a cotrainer or

if a resouste person will be pressant.during the sassions, lt
_will be necessary to plan together how to tooperate in
conducting the sessions,

~

g
Planning media, materials, apd eduipment. At this stage,
the trainer will want to preview the filmstrips,:prepare *
the transparencies, and plan the reproduction and distri-

* bution of handouts.

.
v

Final preparation. A “dry run’' through all the sessions,
preferably with another person acting as parucupant
audience, provfd/s an excellent final step it preparation.
[his exercise will give a feel for the flow and structure
of the workshop and tor using the Sesslon Outline Cards.
If at all possible, use of the transparenctas and filmstrips
should beincluded in this rehearsal. If the necessary
equipment ;s not avallable the trainer should at least go
through the mbtions to become familiar with how and
where_these media are used in the sessions and with

dogtdinating the visual and verbal presentations.

| . . N : .
How much time a trainer will need to spend in prepara-
tion will be an individual matter, but he or she should

"~ be sure to spend as much time as it takes fo feel com-

pletely in control of the matenal
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Overview ro . Registration procedure \ .
N ' . y - . ‘v‘ “
This section of the manual gives 2 sessioriby«scssion/ * It is suggested that ;Wc/ipants be asked to agye about
guide describing vach training activity, why it was 2 hour ahead of the planned start of the workshop dhis g s
chasen, and how it is carried out. Reduged copics of will allow tinte to greet and register egch pavlucnpant and ¥
the harfdouts, transparencies,.and the visaals and scripts to (SM workshop materials. ? .
of the f:lmstrips are included in the text for casy refer. chlstrdtlon patkets can bqrepared ahead for d|s.tr|bu
ence. This section should be read with the Sessian Out- tion to participants on arrival. This will avoid interrup-,
line Cords in hand, tions to distribute matcrmls durmg the wurkshop Pack
o S e "ets should include: ™~ _ .
- The purpose of thc workahop is to. familiarize pdrtm ® Nahe tags i .

¢ All session handouts
® A copy of the Vb/lunteer Program Deve/oQ
ment Guide

pants with issues relating to the use of volunteers and -
the principles and planning procedures involved in es-
Wblishing an effective volunteer program. Session 1 in-

. Audes an exercise to focus participants on their own ;o ® Pencil or pen ‘ _
agertcies and discussion of pros and cons of using volun-* ‘ ‘. 'List of participants’ names and addresses  ».
» teers, Session 2 presents the principles of an effective THE participant roster will aid in the getting-acquainted - '

volunteer program by means of a sound filmstrip; the . . ppocess and will help participants to keep in touch with

group discusses these prmmples in refation to problems . ‘_4 eac.h other after the workshop. There will probably be .

identified in session 1. In session 3, another sound film-- :Iast mmute changes in the attendance list, so the roster

strip is used to present a program planning procedure. e fﬁould be comPiled as late as possibles Final correctiont

In session 4, participants ¢g€velop and discuss plans of » can be made during the getting- acquamted exercise in

action to be initiated on rzt!urn‘to their agencies. - sessiori 1)

: _ .
. | : N N
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" Session 1: Pros and Cons of a Volunteer Program — 2% Hours-
. . o
The 4t fwe <@ ssion oumne cards outhne the overali expecutions about the workshop, The exercise is suc.-' o
”fl g sequence; session goals and objectives; and sum-~.  cessful to the degree that participants are éncouraged to .
T arize training methods, materials, media; equipment open up and disclose themselves to the group. lt;{ there- ’
and meeting room arrangerhents' to be ysed in the « , fore important that the traindr set the tone by going first L
session. . v ' and showing a willingness to disclose information about
The overall goals of this session are to establish arf at- ' | himself or herself, perhaps inviting participant questions.
- < mosphere conducive 1o learning and to open exchange _ . _ ‘ w
" among participants, o orient particlpants to what Is to - . This activity should not be rushed through. As with all -
"' come in~thé work€hop, and to involve participants in an_ of the time specifications throughout the workshop, 30 - -
> immediate way in thinking about the advantages and dis- minutes {s a suggested time period. Time spent now in
advantages df using volunteers. Each activity is directed allowing participants to get to krow each other pays off "
toward at least oné of these goals. ' 1ater in the effectiveness of group wotk. It is appropr‘late '
. . S T ‘ for the trainer to take time tocomment on particlpants '
: : I .remarks and to encourage the other participants to'do so
Introduction and Get-Acqua‘nte_d as well, espacially if the exercise threatens to become
Exercise (A and B} ' too stilted or formalized. ' . .
% . . a . ) A * - . .

-, The introduction and weicoming remarks (A} set the ' . _:
R - juse and answer “creature comfort'" questions such as Workshap OVG(VlQW

“Wh{%&unch?“ .
' ~ As outlined, the- workshop avarview (C) inc!udes a de-
in the Fet-acquainted egercise (B), partlcipants are
in¥Ttad to introduce the%s using handout 1 tp help | seription of the DM‘N workshop “the h‘“&w
focus their remarks. - / and backgrgund of the Ing package, and an intﬁ
duction to the trainee’s text, the Vohinteer Program De-.

velopment Guldc (VPDG)., .
. | . Thisoverdiew shoutd orient pamclpanu to the trainlnz
- 7] e M\ _ plan (trapsparenties A and B), familiarize them with tho
- ' b { -, text,and aliow the trainer to discuu pmiclpmt expoc-
e . m-.numun- wumwumwnquwm 1 t‘t‘on" : - .
- fellewing qwiiens o mwun-unw.—-—u-mny--wu B
e Information about tbc hl:tory and baqksrqund of tho »
: ,::__ Temem—— ) y trawwhy package is found in the preface fo this menual.
T i e oy - \/ The trainer should add notes about why he'or she andfor
, _ e e———— ) ~ the sponsorin; mncy have undomkcn to* conduct the .-
.J . . X . . N w-mw-uwmaahﬂunw nuw.,‘u . WOfkihOp‘ N ’ ‘
- . ' ! “"““"7“"‘"“"“““’""“5"'5’"“‘ "’"""_“"’ | Participants e then refomd to hmdout 2, workshop
e ey ' B 1\ #oal and objectives. This handout will be referred to -

. - again at the baginning of each sestion to help wtlci
Th( cmrciu ls provided to Witablish A "basis Of exchann pants kup mck of wbm thoy m 19 d\e mlning
amon| parfisipants snd td cue tha minor to mlcipam R nqumoo . . .

\(‘8«‘\?43}"
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When the participants have read through handout 2,
display transparencies A and B, ¢ arkshop Over-
view and Instructions for Small Grdip Work. Describe
the activities for tach session and how they relate to the
goal and obiectwes and o the participant expectations
elicitad in the..get agquainted exercise.

For,example, pmlcmants who are concerned about
pegsuading their boards of directors of the advantages
of a volunteer program will be helped by‘Ythe discus-
sion of volunteer program pros and cons in session 1.
- Needs of those who are ready' to begin planning and
-designing an effective program will be met in session 3.

3 ~

¢
-
R WORKSHOP OVERVIEW 7
- : !
s - T
PROS AND CONS OF A PIINCIPLES OF AN
. .ml ! . PROGAM. +
HAION ACTIVITHES: SEBMON ACTIVITINS:
« AGBNCY _ + PLMGTIP +
ABSEIOMENT | “IOMT)
s . SRANETORMING | o MELATING :
PADE AND COND PAINCIPLES TO
OoF Ume T MAOSLENE
+ DEVELOMMNG v
ARGUMENTS TO
. ¢
A .
[ 3
v

han Shiasandd Lag T
* . ' Y
P .
4 .
) » oo raner L b
W\\hop Goad and OBpeciives .
- . .
\ - - .
:.‘(m-mw\_-!wvm PR DUy vl At § et sl w e ey te . ’ A U TR W
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Next, participants are intrGduced to the Voluntder
Program Development Gukié. Relevant sections of the
text are pointed out and related to the session,contents.

- Section | of the guide. coVers tHe principles of an effec-

tive volunteser program, the toplc addressed in session 2,
Sections H, 111, and 1V are detailed descriptions of
planning, designing, and implementing a pilot volunteer
program, the topic of session 3. Section V identifies
various resources avaifable to program planhers. In addi-
tion to reinforcing workshop contents, makmg the par-
ticipants famitiar with the guide from the beginning of
the workshop will encourage and facilitate its use gs the
take-home refergnce for which it is primarily intended.

it is helpful to point out that participants negd not take -

extensive notes during the sessions since detailed infor-

- mation, particularly on program planning, is amlable m

the text. .

The guide may also address patticipant needs not covered
specifically during workshpp sessions. For example, &
participant who is particularly interestad in information
about training volunteers may be referred to the exten-
sive Iist of publicatioris in section V., Another may be
interested in how to recruit and select volunteers{[his
topic is covered in some detail in the text and additional
reading Is suggested in the resourde section. It is there-
fore particularly important that the tramer be familiar
with the contents of the guide.

Particnpant oxpectations that wiil not be met by the
workshop training or in the guide should definitely not
be ignored. The trainer or resource person may be

to deal with some concerns during breaks between sbs-

4 .

sions, or some af the otHersparticipants may have needej ’

information or expetiends or know of relevant resoutce
‘thay should be ‘encouraged to contribur:e this knowledge.
Even If there .is no immaediate answer to a cgncern or

expectation, the trainer’s open acknowledgement of th s ‘

fact will jessan dissatisfaction and forestall the tikeli
of pasdive or resistant behavior by trainees.

.

{
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Agency-Assessmeng Checklist (D)

-

/

. -~
in this exercise, trainees work indepegdently for a few’

minutes to complete part | and read over part |1 of the
Agency Assessment Checklist thandout 3) The toplcs
in this checklist parallel material to be cove?ﬂd lager in
the workshop. This 15-minute activity Is in the training
sequence at this point to help, trainees connect what
they are about to hear and see with’ what they know to
be reality in their own agencies, The checklists are com-

Poleted and hrocessed in session 4.
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" Participants may not be able to ansver many of the

questions on the checklist; this does not"matter because
the purpose of the activity as to stimulate thought rather’

“than to provide immediate answers. The tramer should

reinforce this idea if partigipants become anxuous about

_' not havmg all the answers. =

L}

‘_Brains_toi'ming .Exercis'e- (‘E)

The tramcr should also point out that thg:hcckﬁst s -

not to be handed in or evaluated in any
strictly for,g\:
workshop arld on return to their agencies.

y but is

Pros and Cons of Using Volunteers®

, _
The brginstormlng activnty pro\udes 2 good look at the
attitudes and fgelings about using volunteers-that partic-
ipants need to deal with within their own agencies and

" communities as well as in their own minds. The activity

alsotidentifies the problems that become the basis of

trainees’ own use, both later during the

discussion for'the next {wo sessions, in which principles -

<ind planning procedures are introduced and applied.
. (See appandix A for further discussion of the brain

storming procm ) -

-
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. A flipchart s suggested f€r this gxercise becauge {tis ,*

6asy to use and pr\ovides a pcrmancn't record. Alterna-
tively, a farge chalkboasd can be used or large shgets of -
paperfian be tapgﬂ to the walt : T
There s usually no problem In getting pmicipants to.
offer a wealth of pros and cons during this activity. The
traind should be vegy familtar with the lists of pros

in the &xbn%tl/nc Carés and be

Any important iterhs that are oNer-
looked with Rrigger questions, for exaqple, “What sffect
will the addition of voiunteers have o your agencyq

relations. with the cc&mmunlty"’ “How will paid staff
feel aboutvoiunteors"' < ‘' <

Most of the cons will be fairly simp!e problems that are
worked out in careful plannmg and management p
.cedures—items such as “Volunteers are unreliable.’'
“Volunt.cers won't observe conﬂdentnahty These are
the kinds of problems the workshop addresses. Some of
the cons may be philosophical issues, such as'‘Volunteer- ¢ °
ism is another way to discriminate against women,"

SN

-""Using volunteers allows government agenciss to avoig

responsibilities,” ""Volunteers take paying jobs away

~ from those who need thent,” These issues, points o

; small group work B , . A

which individual agencies must take a philosoph po- -

sition, are not addressed by the Wg)rkshop

if issues like these arlse it is the trainer’s opuon to de-

. = cide how much discussion to give ‘them. At the least, 9

they shduld be defined and put into pelspective as

phllosophlcal questions, as\)pposed to managerftent
blems. It is also up to the trainer to decide whether -

to elicit or draw attentjon to such issues. This kind

of discussion will give gregter depth to the exercise; it

will also fake moredMe. The decision wili be based in -

part on the interest and sophistugation of the trainees. ot

- . :
Cons— S ¢

Counter Argumgnt to
N

Small Group Dfscussion {F). R

. L .
At this point, thgroup is dwnded-mto discussion groups .
of four or five participants.apd each group is aq;igned »
four or five probléms £rom the ““con” list for which they .

are to devklop counterarguments

7

The primary pu of the activity is to aliow the par-
thipams to explos® and develop alternative viewpomts
to the reasons fot not uslng volunteers. This is clearly a
more active learning approach thag having the trainer:

" provide answers, A secondary purpose is to give partici-

pants an opportunity to Interact and share information.
Transparency C s usad to explaln the procedure for

In assigning groups, the {r Ulner may want to make a
point of seeing that sach group Tncjudes both more and
less experienced partic:panu, or individuais who have * -
md who do not have a volunmr program in the aaon*
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s ” A= e \! 7 activity allows participanty tq\am the learntng that has .
» ‘ . ' s en place In ymall groups. « \
‘SESSION1: INSTRUCTIONSFOR | 72" broup b
i SMALL w WOHK : Durmg farge group dtscusstoﬁ the mmer thould hold : ‘
' _ off.on ingepth dicussion of questions that relate partic-~ ;o ,
. 1. GROUPS OF ‘ on BPAMWANTS ARE - - | ° ularly to the work of later sessions; These pgoblems are _
s a!STAIL‘H!D N ‘addressed again ingtscussion of principles and the stages .
) ‘ ' A RECOG&)ER IS CHOBEN FOR EACH GROUP. | of program planning. (So, apoondix A for more about C
. , large greop dl!umon v .
.| 3. RECORDERS\COPY THE “CONS" OR- . - . e S
o PROBLEMS ASSIGNED TO THBIR GROUPS. '; *.: : SUmmﬂya,-nd Com,wd’, of:sm‘o,, (H) R
4. GROUPS ASSEMBLE ANQ DEVELOP o ' ‘ .
COUNTER ARGUMENTS FOR AS MANY OF The trainer summarizes the SCSSIOR as hqving allowed -, .
. -THE ASSIONED PﬂOlL!Il AS POBSISLE. participants to get acquaimed with each other anq the, '
8. RECORDERS TAKE NOTES AND PREPARE TO " contents of the workshep*to focus, by means of the ’
" MAKE A 3-5 MINUTE REPORT TO THE URG! . - Agency Assessment Chesklist, on conditions in their
. QROUP. _ ! own agencies; and to crystaliize their own thinking ‘
N : ‘ . : l about the pros add cons of using volunteers, As a pref-
, - i ' o ' 1ace to the following sessions, parficnpants*&rc reminded
cies they represent. Group mcordcrs mly eutherbe as- that some of the qucs'f"ns and problems that have
signed by the trainer or chasen by the groups. . aw in the session will be discussed again in sessions
: 2 40 3 in relation tg principles and program’planning.
During small gtoup work, the trainer shoubd circulate - : ‘ i

. . - ¢ - :
. to make sure4hat the task is understood and the. grqu The séssion summar} .prowdes another opportunity to
' are on'course. The trafher may want to go from groufé get feedback from th ‘p}articspants about their expec- \

group playing devil's advotat'e asking'groups to per- ‘“0”5 and concerns fOw that they are warmed up a’;d
suade him or her that a reakon against using volynteers pvolved in the topic. | \ .
« is not valid. {Sec appendix A further duscusstbn of . Breaks of a few minyjes are suggested between sessions,;

small group work. ). & _ their length dependipg on how the schedule u rumming:
* . o " and participant ang trainer necds !
Counterargyments—Large Group Discussion (G) o '
'l«xrge group is reconvened and the *‘cons” and thei? ' ) .
X . counterarguments are presented and discussed. This ' ’

. * S | | K . o t? o

< ) ' - ' _ ° J
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Ob'eni'ng Remarks (A) B
" The purbosc of this scssion i to introducc particnpanrs
tq the principles underlying an effective volunteer pro-
gram and to allow them to relate these prmmples to the
probiems identified in session 1,

hd [ )
Refer participaqts to handout 2 to establish session
obiectiv;s :

)

Workshop Ooal"dnd Objec tives
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Introduction of Filmstrip, “eight"’ (B)

The filrnstrip presents gght principln underlyins an of-
~ fective volunteer program, in the context bf the kinds of
problems thess principles address. The' Introdyction of
these principles forms the basis for group d /scussion

In introducing the ﬁlmmip, ask pmi?nnu to think
IbOUt o <

0 ways in which the principles discus:ci apply to'ﬁ
¥

B Y

the problems identified in session

¥

g

. Session 2: 'Principles of An -Efféc'tive'\,/oi_u
. . é . - - -

' untnr Progmm Dm}ogrmnt Guide. )

VRO o I B

nteer Program — 1% Hours
’ hd N ¢ . '
» f ' ' .

-® implications of theQ/primiples for agcncy ad
* ministration, staff, and program planners; and

R cireumstances {n their own agencies for whi

- thbsepnncipies have applicmx N
Suggest that participants don’t need to take notes

while watching the filmstrip, because the principles are
wfitten out on handout 4 for reference duripg-group dis-
eussion and are further discussed’in section | of the Vok

~
4
)

Filmstrip Viewing (C) ,
The prd]ector should be loaded and the screan adjustpd
before the start of the session. {Instructians for ioading
and opcratmg filmsttip projectors are given on page *
55.) To use filmsttip wim automatfc sound ﬂlmstrip
projector:

® Advance ﬂlmstrip o focus frame and adjust'
fogus., .

. .® Advance filmstrip to black frame and start

. cassette player, using side of tape marked “in-

audibie cue.” ‘Th'b proicctor will the‘hradvahcé

b!e cues on the cme:te tape. .

To use filmsttip with manually opemod projector and
sopame audidbtape cassette player:

. ,\' Advance ﬂlmszt.5p to focus frame and ad;qst
focus

N Advance film;trip to black frame and start cas-
" altte tzpe(on separate player, using side of cas-
“sette marked “audibje cus)” :

" Advange filthstrip mmaliy following the
taudlble sues on ‘hc upe If you find the audi-

ble cue intrusive, yoy can use the script bslow « ‘_ |

for 4iming. For frames with no narration; ad-
“vance on the beat of the music at the speciﬁod

A

. 1-second or-2-second Interyals. Some practice

- witl be roquircd for smoo‘ coordimtion of
" _‘ visyals and sound. - .

. | .
. .
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Volunteers can reaily‘gyt the jobdone! = .
, B / .- I's . . _ o
( o e
t »~ \ fos -
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v ) . ) <
- ' \ ~ L\ .
Throughout our receqt social'service and politigal history,
/ . ’ . ‘ v L N :
. , - ) . .
. ' A
¥ . e ) . L
. , . . . ' ‘; B .
. vojunteers Have moved all kinds of institutions and » . '
ﬁ " vl *
5 ; -

’ ?
persuasions into taking action, making progress, meeting needs.

¢ .
v I

t

Volunteeri‘have heiped agencles stretch diminishing dollars and enrich their servic&s.
P . i . : » ' . A . . .
v : ‘ .. R

~ But u_sin'g and managing vbju?teer‘s has beén ¢




1 problem,fot many social service groups, : \
‘s ’ : - * - t . "
™ a . ) .
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v - . .. ~ \v\\x ) v - . w »
including alcoholism service delivery agencies. ' e ’
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Program directors, Npe;»isors, and staff are often reluctant to consider using s "

RS __ .

» 7 . . : - .
”. } ) . , . ( .
o olunteers to cxtend\gnd complement staff services, \ 4 - s
/ ) A . . ¢ i o
H ’
\ . > > .
' . L. '
Many believe that volunteers are LYdependable, , - T o
& ) .
P~ N :
A
t
A . - v
that they can’t be supervised, e T ) . R
, A B s
. ’ » N .
+ ) N
. . /\ ’ s
Ok . o e
they “burnjt)ut,” they're unprofessional. s
. .

\ . ] A b )
. k .

They feel that staff and clients distrust glunteers, W
N i & . :

i
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that volunteers violatekconfidentiatity, . = =~ - °. _ S B .
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thal(xhey are disruptive, irresparvsible, . - s T . o v
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‘infl;xible“dd-goodérs." Are these . : 0. 7 '
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fears well-founded? No:[peceésarily. Voiunteers - ‘

¢ [ 4 Lo
o : ‘ :
. - + !
. . , '

-

- won't present these prdblcms if a volunteer program is'planned and & .
k] N \ , . -
"o implemented with eight basic principles in mind. _ .
L)
MUSIC-ADVANCE FRAME QN BEAT ORMMATELY EVERY" i
2SECONDS. * . . ' [




e o \ ;o
The first principle, agency commitment to a volunteer program, is cruclal.

The agency's policyp/kirig body must be wHling to allocate funds, provide staff .
time, and delegate authority to a volunteer coordinator qychﬁed to plan and
implement the program. - } *
Staffmust be committed to the program, through involvement in its developrnent
from the beginning, and the volunteer coordinator must have their support.

-' Total agency support will ensure client conPdence in the program The agency

must b?*commutted to the |dea of a volunteer program,

- ) ~ )

4

¥ | . : : .
MUSIC -ADVANCE FRAME ON BEAT OR APPROXIMATELY EVERY ' -~
QSECONDS ' B s d( «
»

P4
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! MUSIC -vcontinu_ed.
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It takes more than one person to plan a volunteer program-. A planning committes
should be appointed at the,very beginning, including agency administrators, key

staff membwrs, and perhaps former clients.
_ - : 4

Those who have experience with volunteer progrdms in other community agencies
should also be included. The more experience, ideas, and resources brought to the
task of planning and designing a volunteer program’ the better —don’t face it alone:

!
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N

I _— | 1 3

MUSIC-ADVANCE FRAME ON BEAT OR APPROXIMATELY EVERY

2 SECONDS. .
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Start small, with a pjlot program. That way, plans and procedures can be tested -
and cp‘rrections and improvements made before the program is expandcd and larger, -
nurgpers of volunteers are involved. Fine Suhing a pilot pragram will eliminate a
2 multitude of difficuities in superv:smg and managing volunteers. The initial pro-
- gram should bc a pilot program ' N '
' . N ‘
MUSIC--ADVANCE FRAME ON BEAT OR APPROXIMATELY EVERY
2 SECONDS ? , _ :
. . g A _
L] ‘ | ;
. - - }
. ) o
/ . > )

-
e

A .

j Sufficient t&mc must be takon for planping before the first volunteer s recruited. _

. Nozhing is more disastrous than a horde of sager volunteers at the agency doors : ‘-
before solid plans have been 1 made for selecting and orienting volunteers ard for '
mignlng themn to specific iobs Walk; don't nt Sufficient time must be allotted :
for planning before the first voluntaer is recruated ' _ l )

~
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 MUSIC~ADVANCE FRAME ON BEAT OR APPROXIMATELY, EVERY.
2 SECONDS. | . . /) \
, _

A - | .
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The volunteer program must be an integfa! part of the total agency prograin As a
“fifth wheel” with littie relevance to the agency’s goais and services, the program
will soon collapse. ‘
“ 1]
MUSIC - ADVANCE FRAME ON BEAT OR APPROXiMATELY EVERY : L
2 SECONDS, - | S /

o

oty
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~ members, even though unpaid, and shoyld be subject ta the same rhanagement
policfes and procedurés as paid staff. é o

disruptive or irresponsible

-

MUSIC- ADVANCE FRAME ON BEAT OR A PROXIMATELY EVERY
‘2 SECONDS. -~ | ¥

- And the volunteer must be an integral part of agency. staff, Volunteers are staff - -

Volunteers who see themselvcs as an integral part of agengy Kéff are unhkely to be



)

Volunteers have many motives for offerin
Motivation must be sustained by the kn

viluabie. Public recognition |
LAAR ) day, regular performance e

to program success,

MUSPQ ~ADVANCE FRAME ON BEAT OR APPROXIMATELY EVERY

2 SECON Ds.

thelr vak}os, but it's a two-way street.
edge that their work is needed and
lly weicome, but informal recognition from day

uations, and opportunities to grow into increased
responsibiilty are even more impomnt incentives. Volunteer incontivcs are critical

-




Program monitoring and evaluation are essential. The worth of the program can be
peasured In objective terms of new services offerod additional clients served,

groater community recognition of the agency's , Qr 3 newsdettor that didn't !
exist before, EQually important are the Inumf s. Do vdiunteers feel thelr work

is rewarding? Ar4 administrators and staff eager to expand the program? Are.

cliengs pleased with volunteer services?

T~

. Both kinds of information are needed to use-volunteers effectively, to correct any |
S problems —to ensure that the program is worthwhue Monitoring and evaluation v
' are essential,

K - » .. N
» N
.

MUSIC-- ADVANCE FRAME ON BEAT OR APPROXIMATELY EVERY
3 SECONDS
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There is a large conceptual difference betwesn using unpaid help and
' -
N A ‘ "
. -~ : g L3 . L]
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designing and implementing a volunteer program. . o
4 4 |

, '
' < : : -
Like any agency program, it requires commitment, ' .

hY .
- ) l ’ N
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- - ' ¢ . \\
SN . S .
pl_ahn!ng, and ongoing evalyation, It must be < | .
’ N 4 . ..
4 . ‘ * . | .\
fully inte‘mted into the total agendy program and \ vy \
o - Lo e L ;

maintained with the continulng motivation of S R
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both paid-and unpaid statf. When these ; '

-
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........ eight principles'are observed, a
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« voluntesr program can be invaluable \
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DIsqG"uidn of Filmstrip {D)

Discussion ¢
eight principle
pot&ntia! proble

the Himstrip shouk&tocus on apply ing the
n anicipam‘ own agencies and to the‘
identified In session 1.

This followup discussion helps to reinforce the princi-
ples introduced in the filmstrip, provides a framework
for thmking mbu(esnbli‘shmg or modifying a volunteer
program in 2 way \hat avoids anticipated problems or
solves existing problems, and develops a context for the
planning procgss presented in the following session.

Paracipants are referred to handg_ut 4.

Y

Principes of Effective Voluntee: Pragram Developmens

);
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Each of the principles should be: reviewed and discussed

in turn, Optional trigger queslions are included in the
Session Outline Cards. Fog discussion to be meaningful,  *
participants must first accept or reject the eight princi-
ples as valid and applicable. If doubts are axpresse

about the validity of any or all of the princ{ples, the
reservations should be discusled and altefnatives invited.

During d!scu-s'slon, problems from session 1 can be
referred to when it becomes obvious that a given prin- ~
ciple applies.

The emphasis of the discussion is on the importance of
these principles as an Underly\ing philosophy of agency
responsibility for an effective volunteer program. Spe-
cific planning procedures, based on these principles®
are discussed in session 3 and should not be gone into
in this discussion.

Summary and Conclusio##f Session (E)

Tho session can be summagized as having introduced .
principles that address all or#ost of the problems con-
fronted in planning and implementing a volunteer pro-
gram. How these principles are applied will depend on '
the size of the agency, the nature, of the program, «vail-
able community résQurces, and needs of administration, .
staff, and clients. Specific steps in the.exploration, de-

sign, and implementation phases of a pllot program are

to be discussed in lsession 3. « oo o
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Session 3: Planning a Pilot Volunteer Prografh — 2 Hours

~ Opening Remarks (A)

PRI ’ v
In this session, participants are introduced to a step-by-

~ step.planning procedure for estdblishing a pilot volunteer

program. They discuss how the principles introduced in
the preceding session are put into effect in the planning
process and how specific steps may be carried out in the
context of their own agencies’

Refer participants to handout 2 to review this session’s
objectives. :

Warkshop Gaal and Objoc tvas .
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‘projector set-up and operation are on page 55.) The

See opomln; instructions on pun 10

“ e e Y

Introduction of Filmstrip, ‘‘steps"’ (B)-

The filmstrip, “‘step,” presants a planning procass con- v
celved in three phases: "exploration, design, and imple- _ k
mentatioR. Spacific steps are outlined for carrying. out ’

each phase of program planning. o
in introducing the f!lmml}, ask participants to think o
abou’u , R . o

® ways in which tho planning proceu relates to
the principm discussed.in sassion 2, md

J appllcablllty of the planning process to their
own agency Circumsuncu .

« : ¢

Showing of Filmstrip (C) o V

The projector should be loaded ang the screen adjusted
before the start of the sessjon. {Instruétions for flimstrip

visuals and script of the filmstrip are providtlbolow.
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Adam: Comein.

<

. Sandy*® Hi, Adam, how are you? Good to see you again, -

e

._’ N
Adam: Hi, Sandy. Thanks for stopping by. | really need some !ﬁtp and
: you're one of the . -

*

v \ W

r S )
few people | know who can help me. Tom asked me kst week to
get a volunteer program started here, but . .

-~ | haven't the vaguest idea what to do first, You've had a lot of

experience with running a volunte‘,g’erogram. How do | go about .
it?" :

‘ . A | . . . . . "‘”w
(iaugh_!ér)' By abproaching the job one step at aﬁne—systér}mi-
caily. I've used the planning process outlined in the

BETE

- e g e B e 3 peheie oyt




. Vohinteer Progrem Development Guide that was done by the Na-
tiona! Center for Alcohol Educatlon | brought one along for you to .

rcdd .. . . P m— e s e PR

»
P \ . PR
- . B
Why don‘; | tell you ébou;{thc p!anni'ng brocési now? You canread -
the book later. The guide dlvides the planning procass into

.‘,’

three malor activities: an exploration phm a pi!ot program design
phase, and an implementauon phase

. ’ .

Adam: By exploration phase, | gugss you mean time to begin to ﬂnd out _
. whether we really can use volunteers, and whether starting 2 pro-
" gram is feasible for O, . - ~ s
Sandy: Yes, that's right. )
First of all you're going to need some help. Ask Tom your director,- g v
to sit down with you and help you dine up some people to serve on U
a planning committee, ) ~
\ ) -
. , . " - I’ . . . ’w
Adam: ‘Aside from some staff and Tom, who should be _oni}L _ :
. . ' . LI ’. * //
Sandy: You Il want some. repmentataon from uveral community service ~

agencies, - _ oo
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) "and possibly some f_drmnr clients. The more heads . .
&‘ .
e ! * “
e '
. A ® ’ . -~ -
) to help, the better,
: ?
Adam: ~ Okay, | can think of a ‘ o
few people right off the top of my head who might _ _ ' . . :
' . | . > . . Lo
\ ‘ \ ’ | : “
be interested. Letis g0 on; what's nejﬁ_ L - ‘ |
« -
The first thing you and the pla@fing c{mmitm have to dq is take a
look at your agency's goals to see if volunteers can bo used to -
achieve them. .
For instance, If one of your agency™s goal i%, say, to.irkcreass com
munity understanding of alcoholism as a teatable ifiness
o™ L ' -
" the question to'ask is, "Cm voluntéars be used effectivety In‘an
‘organized way to help achieve that §0al?” This kind of analysis
should glve you some answers not only about whether to use volun- | .
teers, but also some general direction about o '
' - . ~ -~
) how to use them. C. -
- Next y0u rmd to uth‘;me lnformatton. ~ ; o

What are voluntms doing in your community? What mncm m
using votunmn, and how? : \

o~

o
"
R ]
K




 Adam:

Whu community resources are available to draw on to hclp dasign
or operats your program?

~ And then I'm going to Bave to find olt what our specmc needs for

a voluntéer proﬁram are, right?
m

Exlétly. ' - '

Very likely Tom has some

.

i specific ad'minlstrative‘noeds in mind, perhaps some fundraisinj‘or
: public refations. And we’ll need

-

N

}
to ask cliedts for suggestions too. ,
As far as that goes, { can think of some .
things we need right now. We do )

need some help with transpomnonwgctting clients to A.A, meet-

ings—and ~ _ ..

A

I've heard some of the staff talk about needing some additional

‘ »

help with the oé:wp&onal therapy mvice Anpmntiy somo of tho
clknu



aren't intem{tyd in the activities we have available now.

S «

. ) ®
Sandy:

Yes, don't forget to ask staff. It's so important to involve staff in
your program.

~.

~

’ v

. ' or :
* . Find out what they want to do but don't have time to do.

| : .
\ \ Vs
, L I "
L
‘ ~ v
Their needs may range from help with
/ A
o {
N
]
intake paperwork to updates dpn the latest alcoho!
% .
research. Regardiess of the need, ' . -

kS

Ve |

I S
" After youand the committes have canvassed everycfda and taken a
look at your community's resources, /

-
: . o~ {
."‘ ) .




;-"v Y ' ’ o .
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" you'li noed several work sassions to put
. ) .
Y '_ N -
s o
- - . < . . . - “~
~ alk the information you've gatherad Into perspective and to put
8 v - ‘ -
‘ s
2
. ' . / ‘
together a proposal for your volunteer /
- ]
.
program 0 you ¢an submit it to the board of directors.
E
e . . - - .
: The board will have to understand what’s involved in operating a 3 N
volunteer program- o '
Vs
v bl e Thaee, etife Yiy "L".\%lmn'vi'& '
that volunteers are not free. They require: T :
L]
: <
e _-“\,ﬁp{ﬁl.ﬂi"~ ’\‘5;}." "n:. ¢.‘ N
‘ . ‘ ' e . ' S
®  staff time and other agency resources - S . e
. : 3 ! ‘ _' \ ’ ' -
.

v

.(' . '\, -',. o . '. ~

including money _'anq office spac;. Lot .
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‘But they mus& understand that the benefits of using volunteers,
. A

. ]
. | “»,; e \ )
expanded services, and advocat:qs for the agency out there in thc ' )
community, far outwei:f{ the costs. . I '
Following the board's de‘usion to start -
i. ¢
a program, the next step is to appoint a \;oluntegr coordinator to N
*actually plan and implement a pilot prograpn. :
. \ X
A
Adam: Qkay, Sandy, assuming U'm given that rcsponslbﬂity ,what do | do
' first—start recruiting volunteers? ”
Sandy: No, this is '-‘ L 4 v
.o ’ r a
RETRE VERPTS T CNNE S, | o o S A

. € .
where you start on phase 2 in the planning process—the pilot pro-
gram design phase-—and the first step hers is to v

define the objectives of your pilot program and get them on paper.
And | do mean a pilot program. Starting small gives you a chance to
correct plans and procedures that don't work before you involve a
larze number of volunteers. :

e e . ¢

M&n»&um »mw’*ﬁa . . ‘
The first step in this phase is to spell out what you want your volun-
teers to be do'fr‘\g and by when. One objective might be that volun-
teers would provide instruction in six additional arts and crafts dur-

ing the daily, 3-hour occupational therapy sessions,

o~

The program of instructlon will begin in 3 monthy’ tlme and will run’
for 6 months, The more specific.you are with your objectives, the
better; whiting them in measurable terms will help you. take stock of
your plans and prosms much more easily.

S ,w,mv&alfsi .Adlm: B - Okay, thatspmty cloar._' L : .




What's next?
Sandy: job dcscrlptiom You'll heed to get them on paper too so that

everyone—staff, clients, and volunteers—will know what to expect,
B

)

Adam: \ Dot have to writc ;ob descriptions if thcy a]rcady oxist for pa:d
mff?

Sandy: yrtalnly not—-If the volunmr is doing the same job, that is, | . '
' ught along with me one of the job dedcriptions we developed for
oufprogram. Wo needed someone to plan and produce some media
presentations for us sinca we were being asked to do a lot of work
with community groups. ) ;

*

The description we came‘up with realty gets specific about the ﬁsks

-

A 4
,
. . / N :
involved. We spelled out everything, . | :
£« \ ,
S ] y '
o v ' 'r‘ ‘ - * -
. - . . . : ) . N . ‘.';
script writing, editing, taping, *
) . . ’I ) . l_ ’ . i
photographic skilfs, slide. SN e
\ ' CTas
i N

p(oductioh ... even down-to cdlting iudloupd.
Wait a minutd, Sandy, l"m boalnning to geta Ilttln ovorwholmod by

all of this. | don’t know whether we can o alt of it'er not. And eIt
never rcmombor ali of these steps. . . -

gt m"tw"y Adam, it i '“ the book | fave you. e el

. _Okay (raliowd !augw)

413“\L



What's next?

Sandy: Planning all the procedures you'll nce‘g for supervision, record, _
keeping, scheduling, space allocation, and clerical assistance. _ °
f - ‘ ' ‘ . .\
Adam: Is all this really necessary just to use some volunteers? |t sounds like
a lot of paperwork to me, -~

. Sandy: . Yes, it's necessary, Adam, but it's not really that much work. .

There's a principle to keep in mind here. Your voluhteer program
should be an integral part of your total agency program. The pro-
ceduresyou use will be the same as, or adaptations of, those you
use for paid staff. You don’t have to work out new ones.

Adam: Okay. That makes a lot of sense. {pause) | think I'm about ready to
" come up with a S ~

B

récruiting plan, aren't 1?
. F ]
Sandy: Yes, and by that time you'll kffbw how many volunieer jobs you
have available, and job descriptions for each of them.

T < -

will be fairly simple then to identify some specific recruitfent
tajgets, ¥ou mentioned some additional instruction in occupational
therapy. Depending on what clients’ needs are /{o to the places
where people are usmg those

\

} skitls. Go to the local greénhouse owner;

143

talk to her about volumse®ring

-

her Kills and abiljties; see what's




[ ‘.
. ¥ . (I't;
involved as far as supplies and equipment oo
] A :
e
[ ’ ¥
__s_are concerned, If you e e e o L
' N

N

-

“need a nesietter, yqu could approach the comn‘nity college's = .

journalism department; - \ ’ '

LI ' N :
' : . L S . e

some of the students might want

¥ . -

to volunteer their services to produce it. And maybe

o

course credits could be arranged for them.

~
 Adam: There ;
’ _. .
.+ are more ways and places to recruit volunteers thm I th - : _
What's the next stap? | gueis we'd have to figure out how we 're. B
3 going to actually siect the volunteers we w’nt ' o N
Sandy: Right, Adam, S |
S~ ”

and there af¥a numbar of doclsions to make in dmtoplng somo of
T thécriteria for selecting them.

Those criteria should be based on ow any loblﬁmvm mbo
filled, and the job skills or experience needed to fill the position,

- and whether or ighly motivated poopb wﬂhout the right job
skills cowkd do k if they reveived on-thejob’ training.
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Adam;

‘Sandy:

>

‘ ,I;Munteering. -

You'll have to determine who makes the final decision about selec-
tion and placement, and what resources are needed to go through
the selection process with an applicl{t

‘4 .

. - L
Hwould .*mgsénc)v_t_!hs personal interview wopld be very impar-
tant in this selection process.

’

tearn duripg the interview?
Certainly -

\

one area to cemver is the person’s understandmg of and feelings about
alcoholism, And | think

’

it would be important to tl’){!Q determine what his or her motiva-

tions are for . ‘ .

;o

Right, and you’'ll also want to get some senss
: ’ [}
4 . o A

of whether the apfpllcant s personality would complemmt
those of the staff and other volunteers;

v




4 \ \[ - ! '}‘. ) " . t T Ll"(’
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. v o . _ B e .
. . N : ’
and try to get a fo or the pmon s.generil maturity, umitivlty, : L
and : s
. .
* .
~flexibility, as well as his or her pmonai immm Also,the s
~informationand -~ -~ N : T
4
i
insights you set durmme imewpw will give you a Bretty good o
ian how ) _ B S ‘
‘ o N

o |
* . much orientation to the agency the volunteer will need:

. v S .

We don’t have to spend a lot of time on this right now. The book | '

gave yowgoes into this step pretty thoroughly
What do you think is the next step, Adam? . o

Let's see. Orlenting the volunteers to our agency, | guess. They'll have

to know what our services are, whastaff'is, our personnel policids,

whatever we decide to do about insrance- coverage and nimbum- Lo o
‘ment for travel expenses--basic information about what we do- - - S
what we're al) about. . ~ S

R"ig;u, | I" | | .’  '_'  . /

4 s . R

7 and next? i -

B T Adam; Tralni'ng.Apl"m for training volunteers. . j o ke
¢ . { LA

T Sandy; . Yes,and the axouni of the training you'll avowplmforwillm _ o

: on the volunmrs you nhct fOI‘ the p - _ C s




N o

- °
If you're able to recruit and select volunteers whose skills mata\
your job descriptions, training won't be necessary. r ¥

During the time | was warking at the rehabilitation center, severai of
our volunteers expressed &n . ’

L)

-~

mterest in doing some work in the area of prevention,

.

N

So we set up some w(d\stru‘ctional sessions for them, using the
alcohol facts material from the '

s arxd Dr/nk/hg series, also developed by thc' Natlonal Center
~for Alcohol Education,

A

We also had them work with the slide shows another

A &
volunteer developed about our center’s work -~
¥.

Then we were able to respond to all- .

>

N N
the requests from community groups to tatk about ' program,

>
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Adam:

Sandy:

cruclal from the begioning, but all staff © S

L . .
» ‘ B ' : S s
Okay, what's next? . . ‘
One of the mostimportant aspects
» - + ‘

of your planning—evaluation. Plan to find out whether, and how, \ L
your program is working, both-in dollars-andcsnts terms and how
people feel about it. If the program s cost-effictent but nobody feels
good about it, chances are it's not going to function very well,

What about the money end of all this, Sandy?

Well, you 're going to have to keep your budget in mind as you work

through the program design phase, Adam. - :
Ve .
And you might want to tkink of aiternauve ways to handls some of .

the costs involved,

Well, | o ' \“

i
imagine we're ready for phase 3, right?

-~

Rnght Adam and a very impomnt steb lr\the implementation of
the piiot program - -

is Whe orientation of your staff to the Qolunto_or program. R S

As | said earlier, staff Involvement in the planning of your program Ig..
! N 3 . . '

. ' »

Lt
I} -~




Adam:

Sandy:

Adam:
]

4

[ ,J/

L/v
4

must be informed ané“rept up-to-date on the specific _
oy . N

plans for the program as you begin to operate {t.

And | guoss wc/cwtzegin
Y
L]

~

to recruit our volunteers at this point and work our way through -
all of the procedures and plaps we've established.

. _ J
Yes, and don't forget one lax thing, something o?éntial to the.
healith of the \

<

€

. N . .
program. Recognition of the contributions Jour volunteers make,

You mean have aa annual banguet?
Well s that's one form of recognition J
but there are othess_that age’more important,
¢ . 1
[
Aside from informal communication —and lots of it—
Lo N ‘ . ' ~
- - ‘ . . .

job satisfaction and motivation can be maintained

- 9 »

1

~

*

in a number of ways. One is to make sure that your volunteers

o




awm g

v

-"’\

receive regular job porfor?nancc cvaluatbns, just as ySur paid_'mff
receive. If the jJob

T

/

is worth doing, it's worth evaluating, If you're interested

in a volunteer's performance, he or she will be, too.

And people will stay motivated if th[g job-they're doing is providlng
work experience {

. . . e
L :
fo’ an sventual ialarioc'l position ar if their job responsibilities are
increased from time to time. But the best form of recognition

.
.

-

N ) -

be a reference for a pai&ﬁﬁb, increased job mpon’slbilitlu,

% ; [T

\

bcin; publicly ncolnjxod as the volunteer of thc momh (mn? |
Well, that's the procm, Adam,-

A
i

R




2 AR IARE:

Adam: -

Singiy:

Adam:

them an rogram In thc same way I've always tried to run my
program that w -

A

Very slmFly, onsider voluntoéri as staff, and pla}\ for and mmui

-~ :
Sandy, thanks, you've really helped. I've got my work cut out for
me, but | know whm' I'm going now. And thuikx for the book‘

A

You're more thnn welcome, Adam, Give me a call hur, and lot me
know how you're doing. :

Goodbye, Sandy.
. Produced by the National Canter for Alcohol Education
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Discussion of Filmstrip (D)

In preparing to Lead a discussion of the filmstrip *'steps,”
the trainer should be very familiar not only with the
content of*the filmstrip but also with sections H, 11} and
IV of the VPDG.

At the conclugieh of the filmstrip shgwing, the trainer
should relate the planning procedure to the principles
introduced in session 2. Refer participants to the flow-
chart on page iv of the Volunteer Program Develgpment
Guide or to transparencies D, E, and F, which outline
the whole planning procedure described in the filmstrip,
and to the principies on handout 4. N
Point out, or ask participants to pcint out, the relation-
ship between specific principles and specific steps in the-
three phases. Take the step “Devise Rocruitment Plan.”

VOLUNTEER PROGRAM -
OSVELOPMENTSIEPS: .| ¢

=

Sughomestoting ||
v o g

mAﬁou

870 8 MONTHS g

4

;___t_

yo——
A

VOLUNTRER PROGRAM
DEVELOPMENT STEPS:

VOLUNTENR PROGRAM
OEVELOPMENT STEPS:

~ share their work with the other partlcimnu durina l

.~ Once topics have been utocud sach group can bqln by

' grom Devefopment Guide which relate to the step- they

trainess structure a role:play areund a particular prob-

lom situation for 'pmenmion 1o the Iw ;roup A roh

At (o’a‘st two-principles have strong implications for
recruitment planning:

Principle: Suffigient time must be allotted for planning
before the first volunteer s recruited. Often the first
impulse in getting a volunteer program underway is to

- see how many volumteers can be lined up. The steps out-
fined in the filmstrip, and in greater detail in the guide,

make the pitfalls in such timing quite obvious.

Principle:» The voluntser is an integral part of the totai
agency staff. In consudenng this principle as it relates to
recruitment planning, it beconmes clear that this under-
standing of volunteer commitment is very important-in
choosing reqcruiting strategies. The agency's expectations .
in terms of volunteer commitment must be communi-.
cated to potentiat volunteers. In turn, potential volun-
teers should aiso be informed of the kind of acceptance
which they can expect from agency paid staff,

Planning Steps—Small Group -Dlscuabn (E)
in small group work “the focus is.on spccific staps in the

planning procedure. There is too much material for
every planning step to be discussed in detail. It is sug-

- gosted that groups of four or five participants be formed

to discuss a planning step that seems particularly rele-

vant o sspecialy problematic. The smali groups then - ' “

’ v R ~_\.

large group discussion.

quickly reading through the pages of the Volunteer Pro-"

have chosen to discuss. (See page iv of the guide forthe .0
appropriate page number.) They can thep distuss the ="
planning step and prepare a puuntat‘ion_ffqi_-:ﬁw.lw o
wroup. L

One wny to prepare a pmanm!on cou!d be w ot

D)
RN .
T T A
T L O
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/ play provides both an effectlve means of group presens.
' tation and a rehgarsal for what the trainee may need to
be abie to doin an actual planmng situation in his or her

agency.
Problems in planni(\g steps that lend themselves to pos-
sible role play situations include '*

¢ a3 meeting in which an agency dnrcctor or vol-
unteer coordinator is trying to gain support for %
a volunteer program from a ske'ptical board of
trustees,

® a staff meeting to assesseneeds oﬂadmunistra
tion and staff who feel overworked but are dis-
trustful of the idea of using volunteers,

¢ aplanning committee meeting to-develop spe-
cific program objectives, to which each member
comes with a different set of priorities,

® aninterview with a prospective volunteer- who
is ready to solve the problems of the world and
. . must be confrofted with the goals of the
agency program and a written job description. -

These suggestions are.only a few possibiities. The trainer
can suggest additional ideas and/or atllow the groups to
come up with role play situations of their own,

For plannirg steps less well adapted to a roie play situa-
tion, or for groups disinclined to use this technique, 2
planning step may simply be discussed in small groups,
and one or more representatives from the small group
may present the cumylative ideas to the large group. -

* Display transparency G to clarify the group task.
.' ' . - N

TR
INSTRUCTIONS FOR
SMALL GROUP WORK

1. GROUPS OF 4-5 PARTIC!P.AN‘FS ARE o
ESTABLISHED.

2. ZACH GROUP CHOOSES A STEP FROM THE
. PLANNING AND IMPLEMENTATION MOD!L
FOR DISCUSSION.

3. SMALL GROUPS CONVENE AND READ THE
RELEVANT PAGHS IN THE VPOG. -

4. GROUPS MPAHI A PRIOIN‘TATION FOR
THE LARGE GROUP.

5. LARGE GROUP RECONVENES: suALL :
QROUPS MAKE PRESENTATIONS IN TURN. |

SESSION 3:

/

’ A

“ Planning Steps—Large Group Dlscun!

ha VA

When the large group is }q_c_;ony_ongd, each small group in

" turn makes its presentation. Participants’ questions and

comments arvtinvite! Ten minutes are allowed to ea _ .
of the small groups for presentation and discussion,

The purpose of this. session Is ptimarily to emphasize the

' importance of careful and.detailed planning to the suc- - .

cess of a v'gl‘qnteer program. In ti remaining period of
group discussion, the trainer will want to address this
issue..

Tt some of the participants are from aécncies with exist-
ing volunteer programs, they may be invited to discuss

® whether adequate time was spent in planning
before their programs were immmnted, gnd

- ® any probiems that aross in the program due to
_ insufficient planning time or details overlooked:
_ in the planning process.

If none of the participants has specific expéﬂence,’ the

. trainer (or resource person) may wish to share some of

hls or her own particularly relevant experienees in estab-
lishing or maintaining a volunteer program.

Summary_and Conclusion of Session (G)

. ' g :
In summarizing the sassion, remind participants that

® the planning process is discussed thoroughly in
the Volunteer Program Development Guide.
Specific suggestions are offered for each devel- *
~ opment step. The guide should be used as a ref-
~ erence when participantsréturn to their agencies

and are ready to bagin program planning 0
madification.,

® the specific application of the_planning_prode-
dure will vary depending on the nature of the
program, the size of the agency, the resources
available In the gommunlty, and the needs of
agency staff, clients; and administration. The
planning procedure presented in the guide is a
model, meant to be adapted to participants’ o
own particular situations, : s

1
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Session 4: Getting Started With Your Own Agengy Program = _ | “
Openlng ‘Remarks (A) . Completion of Agency Assessment Checklist (B) “

in this session, pamclpants will complete the Agency
Assessment Checklist intraduced in sossion 1 and iden-
tify one or more primary concerns involved In beginping
or improving a volunteer program in their own agencies.
They will then meet in small groups to discuss their
agency analyses and plans. Next, the larguroup will re-
convene, recorders will give brief reports on the small
group work, and.th® balance of the session will be de-
voted to la'rge up gdiscussion. .

this séssion Is to aliow participants to
gdined during the workshop with
now about their own agencies to formulate

a specific plan of action, and to have the opportunity to -
discuss these plans and benefit from sugxestlons and
experience of other participants and the trainér or re-

The purpo‘se
combine kK

- L
Review session objectives on handout 2:

i
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“to answer questions and make susgesttom if participants -

During small group work, m:h pmtapmt I allottad 10

Pdrticipants are referred back to the Agency Assessment
Checklist, handout 3, part | of which they completed in-

¢ session 1

Reviow of their re'&nm to the questions fn part i

should enable particip to focus on one or two. -
probiem areas which th#¥®ill develop an approach to
solving in part I} of the checklist. (See session 1.)

During this Individual acxivity, the trainer is available

are haﬁsg difficulty in focusing thelr approach,

" If participants have a large nuraber of “no” or “so-40" ‘ Y

responses in all areas, suggest that they fotus on agency
goals and/or agency commitment as the starting point,’
because these are basic issues underlying an effactive .
volunteer program. For participants who have- primarily
“don’t know'' responses, the first task is research. They
need to identify key people in the agency who can give .
them the answers they need.

Problems and Plans—Sthall Group Discussion (C) -

Once participants have idinﬂfie'd'primary problem areis
and begun to formulm plans for adtiressing these areas .
of concern, small groups are formed to allow partici- | *f

" pants to dhcuss their agency analyses and plam

The groups may be-formed according to problem am:,
L.e., agency goals, agency commitment, plnning, per-- ;
sonnel policies, orisntation and training,’ recognition, -
or svaluation. Those whom initial. focus i1 furtherinfor . %
mation-gathering may want to form 3 Pobpor 3roupt S,
of their own. RRN:

to 15 minutes, dcpqndln; on the sixe of the group, to -

nt his or her problem analysis und & oproach to solu- |
| tion nd 10 recelve mm in the.
| thlay tmspmncyH to clartfy mllgmpmk - ‘

" _ L *
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* INSTRUCTIONS FOR
SMALL GROUP WORK
1 GﬂOUPSO'lOﬂBPARﬂCleARI

FORMED TO DISCUSS PROBLEM AREAS IN
THEIR AGENCIES AND THEIR INITIAL PLANS.

2. A RECORDER I8 CHOSEN FOR EACH GROUP.

3. BACH PARTICIPANT IN TURN PRESENTS Hll
~ OR HER PROBLEM ANALYSIS AND R
APPROACH TO SOLUTION AND INVITES
 COMMENT AND SUGGES'HONS FROM THE
GROUP.

4. RECORDER TAKES NOTES INORDERTO
PRESENT SUMMARY TO LARGE GROUP.

'_ser;s;saou_ .

AS

The trainer should be available to help any group having

_ difficuity with this activnty

Problems ind Plam—-urge Group Discussion (D)

The largs group dHscussion begins with a report from
sach recorder on the problems presented and the ap-
proaches considerec®n the small groups.

As each group reports, the trainer jots dé)wn on a flip-
chart or chalkboard the key words that characterize the
problem and the approach to solutlon.

Aftcr each presentation, the dsscussaon is opened to

questions, comments, and suggestuons frOm the group.

If the group is composcd“pnman!y of partac:pants from
agencies without volunteer prograrhs, the focus will most

A

¥
c. (-"

likely be on gathoring further informatlon and on pro-
moting or testing agency commitment to a vo!unteer
program, Participants with a voluntecr program in exist-
ence will be more iikely to focus ¢ on orfentation and
mininx, recognition, and evaluation as problem areas.

in a mixed group, the experience of those with an exist.
ing.volunteer program will be very helpful to those just
gotting started. ‘

Trigger questions are provided in the Scsion Outline
Cards to ald in promoting group discussion.

Summayy of Session (Ej

v . L

By th¢ end of the session, each participant should have a
firm glan regarding the first steps he or she will take on
return tQ the agency. The session should be sumrharized
in"terms of the kinds of problems prcsented and solu-
tions discussed,

A A

Sunimar'y and -Conclusi'or; of Workshop (F)

- The summary and-conclusion of the session provide an

opportunity to review briefly the contents of the work-
thop and to entertain final questions.or comments. Par-
ticularly if the trainer plans to conduct the wotkshop
again, the methods of presentation, the material, the

training site itself, and anything else that might affect

- future presentations may be discussed.

Evaluation-Instrument (G)

An mstrument is mcluded in appendix E for optudnai
“use in evaluating the workshop

«)" :
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Trclnlng Oonslderdﬂons
~ and Technlques:
quresher Materldl/

v,

The ultimam success of any trainin; program, regard:
~loss of how carefully designed, i reldted to the trainer’s

E . skill in delivery. For that reason, this appendix prese
a brief review of the-training know-low to maxnmizenﬁ

omctlvenm of these materials. Included are pointers on
0 the aduit trainee,

® the trainer’s role, L
® groups and ho\hhey behave, -
° uaininﬁ rﬁethods, and”

. % My of audiovisua) media.

~ The materials represent the accymulated wlsdom of ex-

per}oncod trainers who have presented these materiais .

" and participated in countless Qgher training programs. it

_ can‘provide & useful, ‘quick review for those already ex-
o p«hncec( in group leadership, and It can serve asa heip-
ut baginning for those who are (m oxpcrkneld

| 'rh. AdultTrainu o h

Adults who attend mining programs are umlly mklnp.
very gpecific, 1obenhhd skills or kno»vlodﬁt I general,
trairvees are

: 4
. Indopendﬂ“ o o
e experiencad,

. pmbhm-wnund, and

¢ “nowsrnted, %

d ——— S————t

Thus, trainees have to fesl that the learning is rejevant

to their needs before they a
this reason, effectlve trainin

mng to accept it, For
'gm to be o _

o ulf-d!rocud (thc learner iy lnvon in conduct.
ing the learning experiencs);

® experience-based (learning ;ctivltﬁ‘s are planned
around the participant's experiences):

® problem-centered (earning focuses on learner |

neads and problems; not on "covcrln;" sub-

Jects);-and

o Immediate ln appllution (learning can be put

into-action dinctly)

This uainina package is designed to provide pmicipa- .
tory learning experiences through which trainees relats .
new information to their ix;»rlonm and needs.

".As the leader of adult iumen. the trainer Is mpomlbh

for creating the Knd of open lsarning enviroament that

enables trainess to share thelr experiences md !ndividui! ' \

cxpmho with othor pmlclpmu

| The Tun'm's 'Roh'-

.

goneral rule, howevet,

i
cipants at eass, Drawing people out durln( the flest - |
Pession with qumbonubout tfnmnl'm Md lhqm M

~ Tralners use t’-viUmbor.'&f'fdiffor;m, and’ sometimes
. highly Individualistic, approaches to conducting training i
pssions and meeting the W

of the adult learner. As.
trainery start by putting

.‘_
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" group rules by begi

skpectations for the course allows participants Nt

to know sach other and give guidslines about their needs.
This approach also initiates involvement by participants.

The phyiical environment also helps set the atmosphere

for participant involvement. Arranging the seating in a
circle or around a large table is conduclve to informal

exchange among atsendees, rather than exchanges only
hetween participanﬁ and the discussion leader,

As a second task, egperienced trainers usually set the
ing each session. with a clear state-
ment of the topic, the activities to be included, and the
learning objectives. After information is presented, the
facilitator /nitkates discussion. If people are reluctant
to-speak first, the group leader often volunteers a com-
ment, contributes information, or breaks the topic

dewn into more specific questions.

The trainer sometimes must provl\dc Information to give
the group some basis for learning and discussion. There
also are times to seeAR /nformation. This may require
calling on participants with special knowledge or expori-
ence or bringing in an expert on the subject. Sometimes
a participant canbe asked to look up information and
report back to the group.

Other trainer responsibilities include k'upmg the dis--
cussion on the subject and making sure the Ioam/ng
activities stay on schedute. Debriefing between sessions
also helps structure the learning experiences.

A brief summary after learning activities and at the ond
of a session serves as a logical end to the activity and also

~ gives trainees a roadmap to follow as they sort out where

they are going and where they have been, In carrying out
these tasks, it is important for a trainer to

® avoid seeming to pass judgmont;

® make posmve comments and give posmve
feedback -

® respect people’s feelings;
® be aware of and candid about personal biases;

® avoid pretending to be an authority on subjects
he or she doesn't know thoroughly; and

® be frank about his or her personal styl?of
vgroup indership

AN |
_\Q‘roups and How They Behave,

One of the tricks to being an effective trainer is in under-

standing how groups work, The successful facilitator-
knows what forces make peopls and groups act as they
do and uses these dymmics to. Mp guide the learing
cxporhnu

Two major factors shape the behavior of most groups

. First, participants have to decide, ''Do | really want to
- learn th from you?”’ As_ they make this ducislon, par-
ticipants tand to test the trainer to decide whether they

0
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can accept his or her ieadership. Sometimes aécopunco

Is achleved shortly after the start of the session; at other
times it may take longer. Another aspoct of acceptance

tequires that the trainees decide to learn what is being -
presented. The participants have to analyze and, in a
very real sense, agree to learn what the trainer offers,

To guard against acceptance problems, the trainer should °

® be thoroughly prepared for the presentation;
® make sure the logistics run smoothly;

® be frank about what he or she know¥ and
does not know;

® clarify participant expectations at the very be-

ginning of the trainjng program;
® compare these expectations with the ‘training
objectives: .

® highlight what will-and will not be covered; and

® discuss how unmet expectations can be handled.

If there is a problem, some telitale signs include
L y_awning, .
o fidgeting,

e private conversations agmong participants,

° challonginz or off; theusub]cct remarks, and
® qumioning of the content validity.

issues openly to avoid bigger probiems._He or she can

® reveal what is happening in terms of group
processes;

- @ ask the group Qhat can be done to satisfy its

needs; and
! T . .
® meet separately at a coffeebreak with discon-

tented people and deal personally with their
concerns,

The second dynamic which shapes group behavior is the
need for each individual to locate himself within the
structure of the group. This forcs is most obvious a the
beginning of - a training event whan partlcipants typicaily
explore-how to

] ﬂt into the grbup,

o establish themsolves as important members of
the group;

® guard their yuinerabilitm, and -
® get attention and ncosnltion : o

The need for ;roup recognition and m:mbmhlp ofun
leads to behavior patterns that may interfers with lum
Ing, Trainers, therefore, need to be on the alert for
followlng types: -

. @ Recognlition seeker (conmntly calls amntion
to himsalf or herself), o \

.14
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* When such problems arise, the trainer must deal with t’
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® Conversationallst (brings up off the-wbiect and
often personal, anacdotes),

~®_Silont partner (sits quietly, daydreams, ahd
does not participats),

® Sophisticate (auumes bored, know-it-all atti-
tude),

® Moralizer (advocates Iudgmenz.u points of view\
based on personal convictiom) '

® Conservative {convinced that status quo dpcs
not need changing), ,

(] Aggressor (attacks attendees rather than their
ideas),

® Theorjzer (talks in abstract terms that often are
untslated to the discussion),

¢ Fatalist (believes that npthing can be done about
" aproblem),

 Rationalist (behcves only in logic and ro;ects
~ emotional factors) and

® Thinker (appears to pay attention but does not
participate). 1

Recognizing that these types of behavior are perional
ways of coping with strains of fitting into a new.group

can help a trainer deal withsthem. Respectful, tactful * \
treatment may integrate the problem individual into the N

group and neutralize the disrfiption. Keep in mind what
underlies the behavior and try to respond to that need,
Thus, try slowly to draw out the silent person without
making him or her more self-consious; give some recog-
nition to the types who try to dominate a discussion,
but be sure that- others have equal opportunities to
participgte. To cut short the off-the-subject remark tact
fully, a&ow with an interest in the topic to get to-
gether at tiR next coffeebreak. Sometimes the group can
help..For example, ask ‘‘What shall we do about keeping -

. on schedule when so many people want to discuss par-
~ son! proklems?” The group mcmbers usually deal very
~ effectively with the situation. /

There Is no simple technique for handlirrg attention- -

A

Iduai as a new problom keeping in'mind a few
general rules: : :

® Deal with the disruption; if not handled im-
mediately, it will just appear mm often asa
bigger problem.

® Remembaer that you are thc §roup Ieader and

. that chaticnps to that role should be met
head-on; .

@ Keep in mind th:t your mpomibulty is to the
whole group; no single individual should be

- allowed to disrUpt the planned Iurnin; oxpori
onc».‘-'--_- (

| imimctional Meih_ods

-

To achieve its objectives, this training program uses an
assortment of methods compatible with the basic princl-
ples of adukt learniny. Section || discusses when to use
which method, and the following pointsrs telt-how to
use these techniques,

Discussion

Group discussion, one of the most frequently used
techniques in raning sessiongg generally is initiated by
the trainer's question or by rmation given in presen-
tations, overhead transpmﬂcm or reading material.

" The participants then contribute examples, observations,

comments, and anecdotes from their own experiences in
order to.expand and illustrate some of:the points made
In the session. Some of the contributlons provide strik-

~ Ing, firkthand accounts fram those who have dealt with

different situations. Other comments and suggestions
will not Be effective contributions, but the diversity will
bring the subject to life and make the sessions personal
and meaningful. *

-Discusslon is not just a rambling, formless conversation

that fumps from topic to toplc, but is focused and
directed to a specific topic. The job of the facilitator is

_to ensure that the dlscumon romains relevant and that

_ramblmg is minimized. "

»
.Pcrsonal experiences can be’ valuable contrlbunons to

discussions, but some particlpants may -be tempted to
use the discussion as 4 confessional. Very difficult,

‘emotionally charged situations that have,little learning

value can develop. Aim at achieving balanced participa-
tion from the group. Some people may waﬁ“f to “‘say

their piece,” but often others in the group are not in-

terested in such speeches unless they direcxly refate to .
the subject, :

“As a discussion loader, It plys to be awars of body

languigh, both your owhn and thg&of the participants.

For example, the traider can use gestures to keep the

ﬂow of converstjon going. Pointina to an individual

* sasking behavior in groups. A good traingr approachés ‘ who has Something to say s MOCtl)f polits in this con-
each it

text, So is a hand signa) encouruinﬂomeone to con-

- tinus to ¢laborate.-The direstion of the trainer’s atten:

tion itself Is & powertyl signal. As long as the leader is
looking at someono he or she will_ be encouraged to
continue; ]ust Ipdking away or at*‘bmoom slse may cut
the flow of speech,

A trainer’s ability to ask xood questiom is the most
useful tool for bringing discusslom to life and kwpin; .
‘them focdud on relevant topics. A probing question
arrests the attention of the adult: lsarner and permits
the traines to be self-directed in finding an answer, to
draw on his or her own experience, and to focus on an
issue, not an answer. Incisive quutlom also cast tho

- -
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trainer in the role.of a peer seeking answers, thus es-
tablishing a productive trainer-trainse relationshlip.

A.féw" simple tips can help a trainer ask the kinds of = .

questions that lead to fruitful and purposeful discusslon:

¢ Ask questions that start with ‘'how" or “why"
rather than “what is."' These questions will .
encourage the development of the learner's
analytical skilis. They do not bypass reeded
information, They make learnors apply what
they know and discover what they still need.
to find out,

@ Ask questions that spark controversy and
force people to disagree. Such questions sarve
to broaden minds and §ispel the illusion that
everything is black or white.

® Ask open-ended questions that have more than
one right answer and are likely to elicit more
‘than ons response. For example, start with
“{n what ways. . .7" or "For what reasons. . "'
These kinds of questions foster a mind-set
~ that is open to the nuancas required to under
stand the comp&exity of most topics.

® Don't put people on the spot with sugh ques
tions as “What is the chemical-formula for. .
or “Does a'yone understand. . .7 An’ inabihty
to answer the first question or an honest '‘no"
answer to the second would make someone feel
stupid.

Role Plays and Simulations
o .

Role plays and simulation activities require participants
to assume the part of,another individual in a prablem-
solving or conflict situation. Thess sctivities provide
opportunmes for the participant players to examine
attitudes and behavior as they portray psrsons with dif-
fetent points of view and positions in life. From these

~experiences, trainees may develop empathy with others -

in situations that differ from their own, Morsover, by
-helping resclve a conflict or solve a problem in which
_they are not really personally involvﬂ participants can
gain new lnslghts to their own behavior, -

Before starting the role play, 2 director should ‘be ap-
pointed. The trainer may secye in this Capacity br may *
call upon an experienced person from the group. It is
the dlroctor s responsibillty to oversee the activity. He |
. or she sets the stage, salacts the participants or asks
for voluntesrs, and makes sure that people portray
thelr-assigned roles rather than themsslves during the
~ activity. Another responsibllity of the director Is assur-

~ ing thag no-participant 1s attacked pomn;lly Conflict -

may dewslop between charactes, but the distinction be-

“tween the rok being played and the individual’s own
identity shouki be maintained,

52 .
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To bcg’in the mivlty, the director asks the players to ut
the scene. The physical dimensions of the room or set- -
ting should be deftned, with the lodations of such fea-
tures s doors and windows at-teast agresd upon, if not
indicatad by chalk marks or other means. A'few simple
props such as tables, chairs, a desk, % a rug help simu-
late reality.

To “warm up” the players, the director may walk around

the sot with each player individually and discuss aloud
what his or her role will be, what kind of person will be
portrayed, and hoy the character will react in the situa-
tion. This technique breaks the ice and gets peoplo ac
customed to thelr roles.

The role play director also may wish to point out that:

\0 The players should try to “get inside'’ their
roles and respond as the real characters would.
if the roles are played '‘just for laughs,” then
the activity will not be a valuable leamink
experience, .

® if anyone is especially uncomfortable with a
role, he or she shollld be free to change. .

E J
¢ Because of the freedom allowed in the role play

activities, there is a possibillty that conflicts

may occur and people’s emotions may become

Involved uniess players take care to separatg

their own identities from the role being piayed. .
During the enactment, the director is responsible for '
keeping the action within the scope of the planned
activity and for reminding the participants to play their
roles rather than tepresenting thelr own points of view.
The intrusions of the director into the action should be
limited and sheuld not slow the momentum of the

. activity. If persgnal conflict batween players devélops,

the director must stop it immediately with a tactful
reminder about the objective of the activity.

It often contributes ta the learning experience if the
director stops the action at the critical junctures during
the enactment. He or she can call for an “instant replay”
or ask participants to ‘‘freeze’” and tell what they are
fesling. The discussion should focus on what is taking
place within the group at that point. Each role play
‘exercise should be foliowsd by a discussion perlod in-
volving players and observers. The points raised should
rolate the svenit to the learning objectives, and the dis-
ussion should not get into issuss such as the acting
ability of the playem, The characters may begin the
discussion by explaining their reactions,:how they felt

s the characters, and why they acted as they did. Ob-

sarvers can address the same issues from their per-
spectives. Other points to be considered are what alter-

‘nate ways the _chmmn might have responded and

what lw_n’lng experionces resulted from the activity.




Written Exercises
Exercises calling for written rcsp(‘msbs of varfous kinds
T are usedin sOMe of the sesgions to stimulate the partici-
pants to formulate conclusions individyally. Materials
handed out to supplement ar follow up group discussion
include multiglechaice, matching, and completion
exercises, which are included because some individuals
sem to learn better by writmg than by listening, talk-
ing, or readthg..The written exercises should not be
“assignments’ to be completed for their own sake.
Rather, regard them ay springboards for relevant dis-
cussions. Do not let the participants become bogged

down in the details of the exercise to the extent that .

they waste time or lose interest.

Small Group Work <
The plans for some sessions suggest that the participants
break up into ymall groups to work on specific prob-
lems and report back to the large group. Forming these
“buzz groups” can be handled cither by having the par-
ticipants make their own grdups or by assigning mem-

bers to groups. It is useful, however, to have a variety of ,

background.experiences represem@d in the comp'osiﬂ‘én

of each group. . . H’(’

Some trainers feel that allowing groups to remain stable
throughout the workshop or training program allows

.. \each group to develop as a working unit; others feel that

it is better to.encourage more diverse®interactions by
forming new groups for eack session. If strong divisive- -
ness seems to be developing in a group or if the trainer
feely that a particular group is becoming a/separate unit
in a way destructive to the total group, he o she will
probably want to reconstruct the groups fo}«e follow-
ing session.

Each group needs a recorder if there is t¢ be a report to
the larger group. The trainér may either a¥yign recorders
when each group is formed or allow each group to
choose its own. |t is a good idga in either case to have
different individuals act-as recorders in differdqt sessions,

D_urihg small group activities, the facilitator _ci culates

.that the groups are on counse in their disc

End the sessions early snough t fficient time
- for f&lowup discussions involving the whole group

® Begin the followup with the reportsof the
conclusions reached by each team.

® Follow each report by brief dlscuuio'n and
question period, but reserve the major portion
- of discussion time so that all the conclusions
can be treated together in contsxt. ‘

Using Audiovisual Equipment

The expert use of transparencies, filmstrips, and other
audlovisual media contributes imneasurably to any
training event. Attention is focused on key issies, major
principles are highlighted, and difficult concepts are
expertly presented. Careful integration Qf audioviwal
materfals with the contcntMﬂ'quncken/&w pace of the
presentation and enliven the t t. On the
other hand, audiovisual materials can seriously disrupt
a.presentation if the trainer is inept in the use of the
equipment. Fumiling with transparehcies that are out
of sequence, searching for an extension cord, fiddling
with the projector, or having a filmstrip out of synchro-
nization with the soundtrack are problems that inevit-
ably will plague the ill'prepared trainer. As a result, the
pace of the session lags and the group's interest wanes.

The equipment is basibaily simple to operate, With care-
ful setup and a brief practice period before the start of
a session, it will function smoothly and fit into the pres-
entation without a break in the cyé\tlnuky. The follow-
ing soctions explain the operation of the audiovisual
equipment needed f'or'pmsentatlon of these tralmng

materials and give tlps on effective use,
The Overhead Projector

The overhead projector (figure 1} enlarges images
printed on transparent acetate sheets and projects them

Figure 1. Overhead Projector

N
r

1. Lens '
2. Mirror t/or picture tlit adjustment
3. Focus knob A
4. Stage

S. Lamp casing
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s
on a scroen. |t is used with the trainer facing the group ‘ clear sheot of acetate oh the glass and writing on it with
30 that eye contact with the particlpants can be main- ™ a water-soluble, feit-tip pen or grease pencil, The acetate
tained, The room does not have to be darkened to. use can be reuscd- just wlpe off the pen or pcncil mar \
. an overhead projector, o the loslsdct are simpiiﬂed When opermns the overhead pro}ocwr remember
To o&rm set up the pmy\,ctor and screen as illustrated precautions: .
in figure 2,
. a ® Turn the lamp to "off" whon changing trans-
Figure 2. Proper Placement of Overhead Projector parencies. _
P e e _ ® Always 1I|ow fan to run after turning off lamp
. to ont heat bufldup in the projector housing.
! S0 0o O 0 | pteyer buildup proje 8
OO O 0 O—t—s ® Never move the projactor when the lamp is hot.
t e Hot filaments break oasily.
O 0 Q a O : g . :
; e Always turn the lamp off and unplug projector
l v . when changing lamps. Both lamp and surround
N .o — ing metal will be hot. ‘
N | ety ”*“r” 7 | ) ]
i z \ s , g
i B ”7’“’(.../ - bt . ) . . . .
. '/4/, Never handle a new Iar‘np directiy; use a piece
_ 1 of paper or handkerchief.
/ “. / A \ A ‘
® Keep the projection stage clean,
1. Projector | ® Clean lens as necessary.
2, Teainer . .
i' ::::’:{"p‘"" Transparencies for use on the overhead projector can be

made by a number of different methods, which range
from simply writing information on a’clear acetate sheet
" to using expensive multicolor heat or chemical transfer
processes. The common types of photocopying equip-
ment available in most offices easily convert printed
materlals, line drawings, or premade transparency mas-
ters such as those included in this package into transpar-
ency farm, Acetate sheets are inserted in these machines
according to manufacturer’s directions and the master Is (
reproduced in black and white on these sheets, The
. transparencies ¢an be used unmounted or else framed in
Figure 3. Kcystone Effect . a cardboard holder {ordered from the local art of office
' supply stores) for ease of handling and storage. If an ar-
* rangement can be made with thaaudiovisual center in a
local school, the diazo or heat pricess can be used to
- add color to the visuals. If such an arrangement can be.
mads, the center staff will advise about which process is
‘most effective and assist in use of the equipment. Having
. transparencies commerciatly reproduced is often pro- -
_ hibitively sxpensive, and, therefore, is not recommended.

Place a transpareniy on the stage so that you can read it

~ asyou face the group. Tuen on the light, and focus by
turning the knob. Tilting the head of the machine with
the titt knob raises or fowers the beam ofjlight. The dis-
tance from the screen determines the gze lof the image
area, Adjust it until the light fills the screenevenly and
no dark edges are showing. !f the image is distorted by
the “‘keystone effect'’ (see figure 3) correct by changing -
the position of the projettor. '

: _ Flipcharts . ' o
‘ Promci 100 tw ief - - Procior 0o low I : : T .
) . The overhead projector shou!d'only’be left on when you If an overhead projector is not avallable, transparency
-7 ~ want attention directod to the screen. Switching the " masters can be copied by hand on jumbo-size paper
projector off between visuals offers an opportunity to ~ tablets and mourited on a tripod or other support, (See
pinpoint attentin on the scruen each time a new visual ﬂ;ure 4.) Filpchart paper and tripods may be purchased
is shown, When left an, it isa distraction that interferes at art stores, office supply stores, or unlvmity beok:
 ~ with the presentation and group interaction. The over- ‘stores, The local school may also be able to provide o

head protoc‘tor can be usad as a chalkboard by placing a el you where to ‘obtain such squipment.




Figure 4. Fllochart ond Tripod
J
b) . \

The Fllmstrip Projector

The ﬁlmsmps include® .:th this package are designed
. for use on a cassette model sound fitmstrip projector
{figure 5}, which automatically advances the filmstrip on
an inaudibie electronic cue. If this type of projector is
not available, any othed type with a manual advance
mechanism will work. In this case, however, it will be
oéemry ta get a cassette tape recorder to play the
soundtrack and to follow the script to pick up advance
cues.

Equipment with a self-contained projection screen is not
suitable for these training sessions because the screens
generally are ot large ennugh for the whole group to
see.

Many different types of filmstrlp%ro}ectors are ava_ilablé
from a variety of manufacturers, each with unique oper-
ating instructions, but a fcw general principles app!y to
all machines.

To operate a filmstrip projector
. @ Remove ca}cu from the projector and set n on

a firm stand. N

- ® insert the film amdlna to directions provided
\ by the manufacturer. To insert properly, face

the screen, hold ‘he strip so that you can read
‘the title, then tum the filmstrip head down’and
push into the lo dlng siot. .

® Turnon tho la P, movlng the pro}uctor toward
N screen as necessary to flil the

® Focus the picture by twning the lens basrel, '

. ‘Q;;‘:‘ ~"',I'\ U N e ¥y 5 ”ll; \-:.,}:\ Corie LI g
U 3 rE ! . .

L 2
. lf the lmm h split bthnn two framu or ontv
- aportionofaframels shovdnudjusttho Image

with the framing control mechanism, which wit

move the flim up or down umil itis pmoﬂy
alined wlthln the Image ared.

& For camette machines, simply start the projec-
tor according to manufacturer’s directions. For
manual machines, turn on the cagetts recorder
and advance the frames of the filmstrip as Indi:

‘s cated on the script. Take care to keep the
soundtrack a‘nd the flimstrip synohronized

® After use, a filmstrip will be in a looss 0oil too
“large to put back into the cBntainer. Roll it
carsfully into a small coll. Do not grasp the roll
in one hand and pull the loose end to reduce
the size of-the roll; this damages the film.

® Koep fingers off the frames of the filmstrip, Use

the edges or the blank leader to handle the
film, :

® Whan projecting filmstrlps, it is not a!ways nec-
essary to fill the entire screen. A smaller,
brighter picture results if the Image area is re-
stricted.

- ® |f the projector has a sepanu witch for the
fan and lamp, always turn on the fan before
the lamp, and let the fan run until the bulb has
cooled, .

Figure 5. Cassette-type Sound Filmstrip Projector

1. Tepe oomrol levers {stop, mmo, otc,) o
2. Flim feod gulde -
.. Flim sgvance guide
- L.ons and focus

5. FHm take-up
6. Volume -

1. Omvoft switoh
8, Frame adjuumont control
9. Cnumummw L




) :'\‘;\,'-‘ D I A | “'r“d‘;".fv;\" LT AR O P N T A PN R I SN ““\”.'f-”‘ 3\ <x )!i‘" 'n\ '3“"‘\;“' St Mty

‘}bw \L ;~1,|]&(

A APPENDIXB
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Plgnnlng cmd Loglstlcs .
A Y
" " The eventual success or failure of a training event can tion is good and it appears that a sufficient number of
be decided months before the workshop, when initial people are interested, planning can proceed. :
phnnlng begins, Even with well-designed materials, L o
careful content preparation on the part of the trainer, Assign the Trainer 7
and enthusiastic participants, a productive workshop . e '
cannot be guaranteed if the loglmcal detanls receive At this point, the sponsoring agency should designate a Ny
inadequate attention. o qualified trainer or trainers. If possible, another indi-
The tasks required to plan a training event can be vidual should be designated coordinator and made re- ‘
grouped into thred phases. The first steps take place sponsible. for the many management and logistical .
when an agency decides to sponsor the program. The “details, enabling the trainer to conosntrate on the train- w
second phase Includes preliminary details, ranging from ing content. In practice, homvar the tr)lner frequently:
making arrangements for facilities and inviting partici: riust be the “‘coordinator” as well, :
_ pants to preparation of the training site, The third in- In choosing a trainer, look for someons with training 4
¢ volves details carried out during the training event. The skills and knowledge of the content area. This combina- e
following ssctions, which may be viewed as a ‘‘manage- -tion of ‘knowledge and ability to conduct a training
ment checklist,” discuss these phases chronologically. “event Is rare.”|f no single, qualified Individual is avall
Caraful attention to the tasks delineated in each will able, thers are other options: 2
~ help snsure a meaningful and productive trairing event. o
- - - — ® Use a training tear compased of several
: . - . people with different kinds of skills and knowl-
On YQU.T' Mark-ln_itial Phase - | :g:o m:: special topics nlaud to xho training -‘::1

Ly

Decide to Sponsor the Event

No uincy should sponsor a training piomm without -

- determining whaether snough people are interested in

_attanding. To gage the probable response, either mlke
informal telephone inguirles. of likely participants or.
" sennd hturs 1o kny omnlmlom and pooph If th‘ reac-

'\s

-

>

. Un one mlnor auimd by one or mom oon
sultants who can serve as & *'resource” for
- content uqulring specialized oxpwtlu.

Thc trainer's role Iy usially domandlnl and oxhaumn;, )
- 10 use of more than one person Is often desirable; 8y

pochlly if the event lasts more: thm 1 day or tho con-.
tent is hwﬂy uchnml ‘ :




Seta Time Scheduh

Next it is extremaely important to schedule the various
management tasks and activities. This process can be
facilltated simply by listing the actions called for inuthis
checklist and setting a target date for each. TNis step will

reclude such mishaps as beginning a session without
the needed materlals or equipment.

Py * v @

Prepare a Pre(ﬁﬁlnary Budget

The training package itself is provided free of charge,

but the other expensés involved in conductmg the
workshop may include.

® the time of the tralner and possibly the time

of one or more-alsistants before, during, and
after the workshop; )

i

® lunch and other ¢ ments served during the

workshop;

® reproduction of handouts, transparencies, and
evaluation forms;

® * pens or pencils; paper, name tags;
® flipchart and paper, markcrs:

® rentat of the mectmg place (if not provicded by
the sponsoring agency);

® rental of audiovisual equipment (if not avak
able on loan).

Unless the sponsoring agency requires other procedures,
atl expenses should be inciuded in a preliminary estimate
of costs, If a fee is to be charged to the participants, it

~ can be based on this preliminary budget. Once partici-

pants have been selected, a final, revised budget can be
computed. Uniess already estadlished by.the sponsoring
organization, prqcedyres must be developed for pur-
chasing supplies and for renting space and equipment if
necessary.

Get Setmlntermediate Stages

of Planning

Select Date and Site for the Training Event

Several factors have to be considered when setting the
date for a training event and choosing the meeting room.
The day of the week can influence many potcntial par-
ticlpants’ willingness to attend. For example, a Friday |
may be a bad day to end a workshop because of heavy

~airport, raliway, and highway . traffic..In addition; thers

may be speclal local velebrations or religiqus. observ-

" ances that affect a few people who might otherwise

attend a training event. if ssveral kay organizations are

- 58
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lnvoived it mightbe wise to damrmlm what rogularly
scheduled meetinv events might keep their staff
membdrs away.

| | o
The site for the m«tlng should bo convcniont to moV/

participants and near transportation, entertain
facilities, and food service. Trainers often(neglact
check out the actual Yoam in which the sassions will bd
held before formalizing the arrangements for facititles.

LAs a rosult, many meetings end up In stuffy, subterrinean

rooms or in cramped motel suites, Sometimes particl-
pants are plagued by extremery uncomfortable chairs
and end up sitting on the floor. A poor heating system
or arctic settings for the airconditioning can disrupt
sossions. Bangiog radiators or noise from a nearby kit-
chen may al3o distract attendees and trainers. To avoid
probiems it always pays to /nspect the physical svmlng i
in person before making any commitment,

Check on these details:
® Does the room have windows?
® Canitbe darkened for audiovisual projection?

"~ Are there pn!lars in the room that will obstrugt
someope’s view?

Is thero‘adequam spaoe for smal! group work?
Are there eyough eiectrical outlets?

Is the room ndisy?

Is the furniture adaptable to program needs?

Make Arrangements for Lodging - S
<

If itis likely that some participants wilt come from out

of town, make arrangements with a nearby hotel or

‘motel so that there wiil be enough rooms &valhblo for

attendees who need lodging. iBglstios will be simplified

©if all bmiclpanu stay at one location, but if necessary,

_two nearby facilities can be selocted If the meeting

" room has to be rented from a hotel or motel, it obvious-

. ly“makes sanse to armﬂ'lodging in the same placs..

Sometimes, the meeting rooms ars made available with-

‘out charge if participants stay at the hots! or motsl.

,Get a written commitment for the required number of
‘rooms and ask that the price be specified in writing..
Many managers will glve a rediiged rate for groups. Also,
chock to find out the deadline for making reservations -
30 that you can include 1t in the information you send
to pmiclpants, and confirm whether prepayments or
other arrangements must be made to hold the rooms,

Recrult tho Right People

. % 7
~ No training ovcnt can be successful Unlm thc partlci .
pants are types of trainee for whom the materials ware

~ designed. Groups frequently include some members for

whom the training Is “old hat,” others for whom the




alXo their real Mods. and some for or refreshments to be served during the sessions. Motels,

content is perip b
- whom the cofitent is technical. To recrult the type hotels, and other commercial organizations ysually insist
of participagt you wlnt, make clear in the information that refreshments be ordéred through them. You usually - .
v 1Nt to prospective attendeos 3 can’t bring your own goffse, tea, ar soft drinks. 1t¥Ys up .
. ® for whom the program is designed: ~ to those sponsoring the gvent to be sure that these ar-

rangements are made. If an organization Is providing the

¢ “:h“ trainees will laarn, room rent-free, It may. be passible to bring in a coffes or

8 who can benefit from the training; tea pot. ; $

® who is sponsoring the event; If dinners or luncheohs are scheduled as par; of the ’ I

® the time and place; _ _ activiues thcy obviously tequire advance prb%aratnon _ ~
The numbor of attendees, the menu, and the .cost \

® the cost {if any); and ] _ must be specified well in advance. Deposits or prepay-

® instructions for registratign ) ment are often required.

T4

A sample invitation letter desigghd for use with this

package is inclided on pages 6and 62. You can Preparea Final Budget
easily modify it 10 meet the nedds of your agency. : !
~ Experience indicates that to obtain the recommended
group size of approximately 12 to 20 people, 75 to 100

letters of invitation should be sent. The letter of invita-
tion should include an application form.

At this point, it is possible to compute a final budget
using the actual number of attendees to determine the
required expenditures. The revision should include all

: " needed supplies, refreshments, equipment, room rent —
Select and Notify Rarticipants . and other items. Ob}ain approval as roquireq by the
_ _ i sponsoring organization and confirm the procedures for
The response to the letter of invitation may give sevefal making disbursements. g
options for selection of the trainees. If many people T - -
reply, you may simply accept qualified applicants in the Acquire the Audiovisual Equipment
order they apply until the suggested group size is ob- - ‘ '
tained, or you may try to construct a group with varying . If the sponsoring organization does not already have '
backgrounds and experience. In other cases, fewer par-  the necessary audiovisual equipment, it can usually be
ticlpants than expected may respond. Even in this in- borrowed. The public school system, the audiovisual
stance it is wise to weed out any applicants whose inter- - department of a local college or university, and com-
ests or backgrounds clearly exclude them from the munity agencies are good sources. !f not available on
target group. ., - loan, the equipment can be rented. Check the Yeliow
All who apply showd receive a letter sither confirming Pages under “'Audiovisual Equipment and Supplies’ for o
acceptance or explaining tactfully why they will not be the names of vendors, o ‘w
able to participate. {See samples on page 63.) If some ' -
attendees will be coming from out of town, it is helpful . Obtain and/or Prepare Instructional Materials

to enclose travel and Iodging information as well as

. maps of the local area. Some trainers like to call par-
ticipants before the start of a workshop to establish
rapport and set a friendly tone.

Arrangcmanu to obtain any films ot filmstrips to be
used ina training event should be made several weeks In
advance, and traines texts should be ordered for the

_Prepare a Roster of Workshop Participants | expected number of participants. Overhead transparen- *

: o : S cies should be made from masters and the participant
After trainees are selacted, a roster should be prepared handouts reproduced, Related equipment, such as a
listing names, addresses, and, if appropriate, the organi- ~ flipchart orchalkboard, must also be obtained,

zations they represant. If time permits, coples can be
sent to participants, who often appreciate knowing who
eise will be attending. inevitably, you will have td make
changes in the list before the actual start of the work-

Prepare the Meeting Room

-

-s¥op, 30 plan to have a revised vetsion ready to pass out The day befogs the start of a workshop, d°°b"°h°ck
avthe first session. . ~ the meeting rdorh to make sure the heating or ait-
L - - . conditioning Is working properiy, and set the room up
Man and Arrange Food Service ~ asrequired for the first session, At the same time, con-
“firm the arrangements for refreshments and food setvice.
- After determining how many people will be attending Deliver the audidvisaal eqiipment, set it up, test it, and,

the session, the arrangements must be made for any food if posslbie go throu;h a dry fun of the pmtnutlon

6"5‘ - R 8
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Coltect Supplies and Plade in Mesting Room,
_Plice_ all.npcgmry_supplies_}'ﬁ.me room, Don't forgeét:

® Pencils ;-

¢ Paper i

¢ Name tags

o Regltration forms

® Wastepapsr baskets

o Tape, chalk, felt-tip pens

o Extra bulbsfor audiowisual cquipment
@ Extensigh cords

® Receiptbook (if pmicipants have" to pay-a foo)
® Cups

¢ Spoons

® Sugar and cream

¢ Ashtrays

® Evaluation forms < E vy

Assemble all instructional putem!s arranged in the
order they afc to be used. Make sure they are in a con-
venient location Yor use by the trainer d'uring the sessions.

~

Go—The Workshop Itself
Set Up a Regmnuon Desk

Shortly before par;icipants arrive, set up a desk where ;
attendees can register. It also may be helpful to put up
0rme signs d!rectma people to the room. Training man-
uals, participant rosters, and name tags can be passed out
as the trainees fliil out registration forms. Most trainers
find that it is vital to have support staff assist with the
stration so that the trainers are free to greet the
participants and start the first session, Usually there
are late arrivals who will have to be acoommodated N
after the start of a session. -

Conducf the Training v~

The trainer, while rosponsibh for conducting the work- ¢
shop, still must carry out management tasks during the
sesslons. Refills of the coffee or tea pot, problems with

late arrivals, and similar annoyances have to be uken

care of. Support staff can hqlp with these problems, but
itis likoly tlm the trainer wm bc invoived. '

Propan for the Next Seulon
After the conciusion of one session, the trainer imimedi- -
ately has to anticipate the next. (3ot participints to help - _

N\

~ out any handouts required for

At the end of the training event, be prepared _to~ hélp_
“attendees with travel arrangemsnts.:

- Afver compmlon of the sssions, mako wre ﬂut all -
 bills have been paid. Then,'prepary & report that’ con- :‘:__ i

from the managemaent viwpom md !ncludc wulmom |

" changs the seating arrangsments if necessary. Coliect ! :_

and store tfansparencles, filmstrips, and other instruc-

7 taoml matertals used during the session. Locate and

lnls neaded for the next presentation, Pas - ©
the upcoming session. if,
more than one trainer is participating, they should de- '
brief sach other at tho close of each session to avold
duplication and emurc Imcgmion of concepts and

contant, :

arrangs ma

Many tralners use the tlmé between umlom, as well as
lunch and coffesbreaks, to mix with participants and

» gajo their responses. By doing 80, they identify potential

dissatisfaction before it dlsrupts the séssions and get
useful fo_edback regarding how well the trainees’ neopis
are being met.

Wrap It Up—After the Event —

*

See Participants Off

may rieed
transportation to the airport or the rii ay station;  »
those driving may want directions opsfw to gat outof . .-
town. It helps to have a map, the tejephone number of .

the closest taxicab company, and & airport limousine -
schediile at hand. : C

Arrange fof-_Cleanup and Return of Equipment

Unless specific custodial agreements have been made .
with the management In the bujlding where the work- *
shop was held; you probably will have to I’:ﬂt!m T I
cleahup project. Often participants are willing to help,

and all staff members Should be‘axpectad to pltch in,
collecting trash, emptying ashtrays, straightening out

chairs, and putting away supplies. The trairer atso

- should be sure that the audiovisua! equipment s re-
turned to the own#r and that the extra supplies and

lnstructional mmﬁm m not left in the mutin; r/vom

_Pny Outmndlng Bllisand . .. ‘

Write a Mmuomont Report L o

taing an accounting of the fundl recelyed and the cash'
outlayad. The report should also gvaidate the worluhop

for any future- min!ns ewnu. 4 s




Sample Invitation Letter to Participants SR

-~ : M -

y

.Dnr " o

-} am writing to’announce a 1-day trining workshop, “Using Volunteers in Your Agency: Planning, Implamenting, and

- .
s
o

Maintaining Volunteer Programs in Alcohol Serviee Agencies,;.' to be presented by | (ydur agency)

The . workshop will be conducted at (location) , on . ' (date)

~

R E ¢ J—

7 “Usmg Volunteers in Your Agency” was developed by the Area Alcohol Education and Tralnlnz Program and the Na-
“tional Center for Alcohol Education under the ausptces of the Natlonal Institute on. Ncohol{«bun and Alcoholism,

The workshop is desngned for those responsible for plannlng, lmplementmg, and mamtaming a volunteer program inan
+ alcohol Yervice agency. The training sessions addresS the followtng topics /

-

® prosand con; of volunteer programs,

® principles of effective volunteer program planning and management,
»
* . l a

® assessment and analysis of the agency’s readiness to develop or improve a volunteer program, and

@ planning phases and'steps in ‘!volunteer progo‘_l design,

® action pians'for initiating or impfoving a volunteer program.

~ The focus of the workshop is ona volungeer program that recruits, trams and agsigns individuals as nonpald werkers o
- provide service as an integral part of.the agency staff, Participation in jhe workshop should beneﬂt both thoss who are
just startmg to plana volunteer program and those who want to improve an exlstlng program.

As an intesral part of the workshop, each participant will reoeive a copy of the: Voluntnr/’mymn Dmlopmmt Guide
for use during the workshop and for reference when managing a volunteer’ program in his or her ponsoring agency. The
guide presants the principgey of effectlve volunteer program planning and a step-by-step procedure to follow in exploring
the feastbility of 4 voluntder program angd in designing andiimplomenting a program in a particular agency. It aiso con-

uins sample forms, re;ou ce lists, and suggestions for staff orlentatlon and volunteer recrultment, &:l?ctlon,and trainlnx et

' (Asencyweclflc lnformatuon lncludlng costtto puttcupants, is lmerted hers.) .

N

L lklrf:lm

s :';';'; %




_ . : 1
If you wish to attend this workshop, please u)mplatc thc apphuuon form and return itby . gdateL ‘
Attar\dmce will bc Himited to 20 particlpants md appi\cutiom wit! bs accapted in the ordar received, Your application

| will be promptly acknowlcdged Thank You for your fnwcst and cooperation,

“Sincerely, .
;
ey
i . ) [ . -
- ?ﬁ'\ﬁ *
4 ]
Application .
e

Yes, | would like to participate in the workshop “Usiné Volunteers in¥our Agency” to be held. {date) .

s No, | cannot attend this workshop but would Iake to be not:ﬂed should you run the workshop again in ma

future. _ . . R
My name is .
The name and address of my agency is ___- * .
\ o -
Telephone number
¥ : My positionis : . . ' .
| am interested in initiating a volunteer prog;am"in my agency.
. S : el . : A ) ‘*‘
__ I want to improve specific aspects of my -agency's existing volunteer progrant.. vy o )
)' X . I ] ‘
’, B ¢ o
i . . “ I S
’? v
. ] ;'.
N . v _ P
\ ] . " . " T
'
- . - ] [}
vy | |
;',‘, . o ;..'» Y . ‘_.=
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fam pleased to tell you that you have been selected to pmic‘ipate in the 1-day workshbb “Using Volunt=ers in Your
Agency.” ’

The workshop will be heldon - {date) \ from ' ‘(t’ime)'

Lt T (time) O at {location) _ e -
‘? Enclosed you will find your registration form and a participant profile form. Please fill thess out and return them with

_§0ur regist?ation fee c;f$ : s (aﬁ)ount)‘ o by . . {date) *
if&oQ han any questions, pleése callmear | ‘(phor!e) X © orwriteto _the above address,
e | look-forward'_(d_ meeting you on .': l. . * {date of wofkshop‘)
X i Sincelr_l!y_., .. | ’ s ‘ &
. | i
- *l | of |
_S'a._mple ‘Reiectianl_ettef B . "  L o , - ) EENET v

-

L]
e

Dear

Th_mk'you foc applying §o_ih¢’*‘Usink Voluitgers in Your Agency” t;'ain‘ingj Worksh‘op being offerad by - A

5 N (Mrin agncy) . ' .V_Vho"n your application arrived, all avallable places had been -
led. We appreciate your iptsfest in the training program-and will notify you of possible future runs.. \
m, .t R
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As a means of getting to know esach other, each participant will be asked in turn to introduce himself or hemlf P!e;se ‘
" use the following questions as.a starting point and fee! froe to add any fdrther comments or anything ele you would
like the group to know about you. - .

1. What is your name? How dq you prefer to be addressed? . .
. L : - ' .- . )
2. Where do you live? : - ' 7 2

3. What agerity 4o you represent? What do you do there?

4. What are some of your 6ntcrcsts outside of work? N

5, What is your experionce with volunteer programs as a director or coordlnator asan observcr asa volunteer : ;.
yourself7

6. What brought you to the workshop? What are your expectations or objectives regarding the workshop?
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HANDOUT 2 , . N ~
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. ~ : » ‘ .
{ g
* “Workshop Goal and Objectives : | | .

* Goal: On completton of the training workshop, participants will have a ‘greater awareness of the issues relating to
o ' volunteer programs and an understanding of the elsments of an effective voluhteer program as described in the
guadelmes, documents, and resources prounted in the training.

At the end of session 1 pa.rucfpants should be acquamted with the trainer(s) and the other particlpants and should be_
able to: ) '

o descnbc the training goal of the workshop and relate tms goal and the learning obiectwes to the overall se-

quence of workshop activities, : :
" ® describe problem areas related to starting or managing a volunteer program in their own agencies, ,
® list-at least three advantages of using volunteers in an alcohol servuce agency program, and N .

® list three reasons not to use volunteers in an agency program, together with counwrarguments in favor of
JUsing volunteers, , . ‘ -

3 : At the end of session 2, partiéipant's’ should be able to: * . . ; b

® list the enght princ'pﬁs of an effective volunteer program as discussed in the fllmstrip “eight” and tho Volun- | L
_ teer Program Development Guide (VPDG),and _ o . - o

7

& describe at least two potential problems that would be avoid_od by observing-each principle.

At the end of session 3, participants should be able to: SRS S S S
: SN : : -
o list the three phases of the volunteer program planning procedure pmonted in. the ﬂlmstrlp "steps" and tho
- VPDG. :

® rélatea given prmciplc of sffactive volunmr program devclopment to how the ptinciple is put into practido
in at least one phaw of pllot program planmng, and :

* . y
@ dexcribe tHe relevance of one planning step to their_own agency situation, | : I '

At the end of session 4‘participant$'should have: - . ‘- 'f o

»

[ a‘naiyud the current status of their apncies rmrding 2 volunteor pm;ram using an ancy :umment check

_ list and the VPDG, and » { Ll i
® bamd on thij an;lytis, have ldentlﬂed the flm mk thcy wmt to undemko on n mto thoir own mncm _ 1
* and developed a plan m accompnsh this task. A , “"\ - Lo
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4

Agency Assessment Checklist*

| | \ 9

. Agency Assessment

This form is designed to help you focus your thinking about the agency ydu represent and the volunteer progtam ; '
« operating in that agency or on your agency's readiness to begin development of a volunteer program. The ques- - ’

tions paraliel the ingredients of an effective volunteer program as discussed in the Volunteer Progrom Develop-

ment Guide. _ ‘ )

Try to answer each qgmtk}n based on your knowledge of your own agency and its staff. Some of the questions \
will not be applicable if your agency does not yet have a volunteer projram, but read them over for consideration

in planning a program. You will complete and discuss this form late*th the workshop and can retain it as a refer-

ence as you begin to develop or improve a volunteer progiam in your agency. "

i - , _ _ Don't
Agency Goals : Yes No -So-So Know
. 1. Arethe goals or purposes of the agency
. clearly stated? ' ¢ ‘-
2. Aro they communicated to and understood - | . . | o ,
by all staff members? : : ’ LA : , .
) N : S Iy l i
3. Are the goals of the volunteer program o B
consistent with agency goais? or would a S R .
. volunteer program be consistent with ‘ o g
agency goals? . .
Agency Cammitment | , . a
: - & : . ' l\ : : RN
e . . ) . X . . - R : AN
4. s there sufficient interest among . ‘ : . : -
. . - . . . . 3
board members . : ' S S S VN o
‘\ . . . \\“7 . . ' . % . '
~ ddmyinistration . o .‘
v o o ‘nff ) .rl_ . Y |
L ; in oxpiorinuhc feasibility ofa - | - .5 ( X . _ o
' - voluntser program? ' _ o I : g
- Would clients be receptive to )
volunteer staff? _
““ f\.‘ , are: ”':"'".f ”‘ ‘“ , .';”La:.-ﬁ;"&';'-\”f.‘vrm.‘:




HANDOUT3 I

Agency Assessment Checklist —page2 * o : o T
' Yes No So-So Know

Agency Commitment {cont'd)

6.  In agencies with voluntee
a regular, carefully pre

, I8 there .

7. lsthere a staff position of - ' o
volunteer coordinator? ’

/\/\8 Does the volunteer coordinator ] .
fes! that he or she has time to \ y

do the job adequitely? ' £x

9. Does the volunteer coordinator
report to the agency director?

- y N ’
10.  Does the volunteer cdordinator _ \ \\
receive the support and cooperation .
of other staff members?

Planning

1.  Does the agency usually spend a
sufficient amount of time in )
collecting information and planning
before embarking on a new program?

\

12, Are representatives of all involved
groups included or consulted in the
_ planning of a new program?

~In amagency with a volunteer program:

13, Was adequate time spent in planning
the volunteer program, including = .
consuitation with all the people
affected? . '

14, Ware specific procedures developed
" for .

recruiting and 'uhcdm
“volunteers? :

_ ofientation and trainting of
.. volunteers? -

- )

_ e
volunteer supervision?

saff orlentation? -

. \.‘prommlvllumon? - _' <
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e " MANDOUT3
~ -AgONCYy Assessmant Checklist — page 3 SRR T DontoT I
) ' Yes . No - SoSo. Know A
. N (1 N
Personne! Policles - |
S 15, Does the agency have clear poticies ‘ /
: and procedures regarding hiring, \/ N
X agsignment, supervision, evaluation, |
and advancement of personnel, _ ’
including voluntesr staff, if any? '
16.  Are there written job descriptions
for all statf, including volunteers? - ’ . '
. . " M . ‘ i .
*in agencies with a volunteer program: ' > ' : e
. - : 9 '
17, Are applications used and evaluated . _ , R
before volunteers are accepted ? . . _ ' -y
18. Is each volunteer mterviewed
at least dbnce? g ! N, -
19, - Do volunteers sign or explicitly: - -
- consent to a contract specifying
m 2 number of hours of work per
' week for a Hefinite period? -
Orlentation and Training : A s
20. |Is ihservice trﬁning provided ' ;
) to staff on a regular basis? - R '
In agentles with a volunteer program: ' -
21, Areseveral h\oun of arientation '\ ' IR K '
- [and trainihg réquired Bf‘yach BT ' . . |
T volumnr before. auig% _ — i ' 5 '
S%::gf/lttcndamat rvrce o o : L _ " . - _ | '
tral g mestings a part : . o S . ‘ e ;
. volugmr comntt? E S N — n N - !
‘?3 * h.thcunymrr_satic cffdfﬁ; o . _
.t "brhMpi'idstiff'tothdvotgng,‘ - Y ‘
| - mé pwf .. ' . R . . .;
%oco:uition . c I . .
adequm thtkm pak{ to . L _ S | : — <
noomitbon of sumn theagency? =~ . - e l - , - s
o e . _ i . ' C - SRS
| _Dbunchvoluntm Maveant. D. DRI . ‘ o o
T card or fome other suitable N AR ' - - T T
£ Kentification? . L . R SN SE T T s S '
).‘_ s . ’ - N ’ - . . o B




HANDOUT 3 | :

Agency Assesamant Checklist - page 4 . e Bont
- | ‘. Yes No. So-50 Know

Recognition (cont'd)

In agencies with volunteer programs: s -~

26. lIstherea desk or some space
permanently designated for 7~ .
volunteer use? : A ' .

21. s provision made for experienced
volufiteers to mové up in responsi- -
bility and status (s.g,, volunteer
leader, service on volunteer advisory
board)? ' . ) X

* ¢ - wdho

28.  Are volunteers given references for
use in seeking paid employment?

29.* Can quatiffed volunteers, who wish o \
- 1o, get college credit for their service?
) ’ ’

30. Are paid staff also recognized for ) _ S
their conlributions to the volunteer 5 , < : — . .- -
program? "7 P '.1 . '

- T oy

Evaluation

31, ” Does the agency take stock periodi- b '\ _ ., -
cally of how it is doing? ' . '

] . 32. Doesit act on the information
gained to modify programs when o ' : -
. necessary? - I : S .
: ‘33 Are 4 A\ ‘ . o _ : S \
paid staff «
volunteers ' | R
clients
a;kc& what they think of the : o : ' - . L
Lprogram at least twice a yoar? | . e - o, * C
. : ) \ - .
34, Are formal records and accounts o .
N kept on the volunteer program? ' ‘ - L »\
35, ls there attention to whether and why K

s voluntesrs leave the program before
1 the end of their time commitment?




»

_HANDOUT 3
Agency Assessment Checklist — page 5 | o : o o - Dont . “K
Yes No So-So Know '

/éommunlty Resources - L .

36. Does the community at-arge
generally support the agency
and its program?

~  37. Arethere peaple or organizations in the &
community who could contrlbute mate- '
rials or services that would complement
a volunteer program (e.g., printing of a
nowsletter, background training on
alcoholism for volunteers, equipment <
for a volunteer-staffed recreation .
program, etc.)?

38. Are-there other agencies with volunteer
programs in your community that would r
share their experience with you? ' - N

Analysis : _ i
] ' AN

If the majority of your check marks appear in the®don't know" column, your first task might be to do this assessment

again on return to your agency, with the aid of agency staff.

-+ -

If the majarity of the check marks appear on the “no" and ”so-so columns, you. may want to consider recommending
a reexamination of the idea of a volunteer program or of the program now existing in your agency by those most involved.

If the "'no" and "'$0-50"" check marks cluster.in one pr two areas, you have pinpointed some areas you will want to lpok
at more closely. * A _

Il Planning Guidelines e
M%on your responses to the questiofts in'part | and your analysis of these responses, boegin to think about your first
steps bn return to your agency and elop some preliminary plans to help you take those steps. Refer to appropriau
sactions of the Vo/untnr Program - Iopmcnt Gulde as needed for Ideas, .
1. What saems to be the major problem area (or areas) in regard to the development of a volunteer program or the '3 "
- functioning of an existing program in your agency (i.e., agency goals, commitment, planning, porsonnel policles,
orlentation and training, rccognitlon, evaluation)? '

. A T N T S -
BT A e S e Tt 4 e Al v
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HANDOUT 3

Agoncy Assessment Checklist — page 6

2. Select one problem area (see #1 above) and describe as precissly as possible what you think the particular prob.
fom is in that aréa, ‘

N
. ‘ \
O
\ 3. })o you need more information? If so! what?‘ Who has the inswers?
,
4. What outcome(s) must be achieved in order to solve this problem? \ \
S _ : ! B
R 5. %;t_ ar$ some alternative ways to §o about it?. Who can help?
: ' . . . . - | '\. \‘\ [v4 L
.0 : . v ) N t y L
) . . : _ g
\ -
. | .
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& £ . HANDOUT 3+
Agenty Asseument Checklist - page 7 ) - : C S LT
: . ,
_ | , *
6.  Which a’mtivo seems to make most sense at this time?
- J
S
1] ‘ ,
7. What must be done to put it into action? . '
) h :
LY .
1
! > :
" N }
© &» . . A
) ¥
. . |
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Principles of Effective Volynteer Program Deveélopmerit
' \ ' : '
\ ‘ | . . ) . , .
Across the Board: The agoncy must be fully committed to the idea of volunteer program. ) Coa

,

‘Don't Face it Alone: More than one person’s tlm'q and ideas are needed to plan andi'mplemcnt avolunteer program.
Start Small: The initial volunteor program should be a pilot program. )
* ) . '

Walk, Don't Ru_n{ Sufficient time should be allotted for planning before the first volunteer is'}c‘scruited.'
It's Not a Fifth Wheel: The volunteer program must be an integral i)art of the_. total agency program.

They're on the Team: The volunteer must be an integm part of the total agericy staff.

it’s a Two-Way Street:, ¥olunteer incentives are critical to program success. a

4

Take Time to Take S'to&(: Monitoring and avaluation of the volunteér program is an ongéing necessity. ’
. . . t ‘h . L ’ . . “
These principtes are discussed in section | of the Volunteer Program Development Guide, pp. 1-7.
e P . ' . o . L ’ .
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SESSION1
PROS AND CONS OF A
VOLUNTEER
' PROGRAM

| SESSION ACTIVITIES:

|+ AGENCY «
ASSESSMENT _

_« BRAINSTORMING

PROS AND CONS

~ OF USING - ,,
 VOLUNTEERS
+ DEVELOPING -
. COUNTER..

ARGUMENTSTO * |

CONS | -

WORKSHOP OVERVIEW .

PBOBLEMS

SESSION 2
PRINCIPLES OF AN.

| EFFECTIVE VOLUNTEER |

' PROGRAM |
sess 'N ACTIVITIES
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PRINCI&ES TO
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TRANSIPARENCY B

~ WORKSHOP OVERVIEW

SESSION3 | . - SESSION4
. PLANNING A PILOT L - GETTING STARTED‘

VQLUNTEER | - wmH
PROGRAM | - | YOUROWN AGENCY

sessuon ACTIVITIES: ~  PROGRAM
 .FLMSTRP -~ | ~ -/ SESSION ACTIVITIES;

<

-HSTEPS,, | -+ COMPLETION OF

"‘" & IR WORKTNG e 1o AGENCY
” - THROUGH?\ o ASSESSMENT
PLANNINGSTEP | | s DEVELOPING AN
' S o ~INITIAL PLAN OF
| ACTION |
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TRANSPARENCY C
4

SESSION1: INSTRUCTIONS FOR
SMALL GROUP WORK

| L‘GROUPS OF 4 on 5 PARTICIPANTS ARE - o
 ESTABLISHED. . |

2. A RECORDER IS CHOSEN FOR EACH GROUP .

3. RECORDERS COPY THE “CONS” OR - | .

PROBLEMS ASSIGNED TO THEIR GROUPS. |
4. GROUPS ASSEMBLE AND DEVELOP. . L a
. COUNTER ARGUMENTS FOR AS MANY OF o
~ THE AS$IGNED PROBLEMS AS POSSIBLE.
5. RECORDERS TAKE NOTES AND PREPARE TO
- MAKE A 3-5 MINUT] %REPORT TO THE LARGE o P
,GROUP e . o s




\ TRANSPARENCY D

“VOLUNTEER PROGRAM

DEVELOPMENT STEPS:

program
information{ |

suggest appoint ‘define .
volunteer |~ planning [—{- agency [
program committee goals .

Sl he |- - | select
collect 1| | local prepare | | board | | oo
data .~'{{ | resources proposal decides

' AN T coordinator

=1
- | administra-
B ';'KH"VB ' mE

v nesds

sl'aﬂv :
needs

EXPLORATION /|| won |
| PHASE o | . needs | o | _
1TO3MONTHS o
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"~ VOLUNTEER PROGRAM

_ DEVELOPMENT STEPS:

-~

(Q)ﬁ’w

define describe proced- ‘recruit- . selec | orienta train ovalua

ment . |—{ tion tion - ing | tidn
goals jobs ures plan plan | { plan plan | | -plan

¥ hudgiﬁ ) ‘__, o STy

'PILOTPROGRAM © .
DESIGNPHASE - =~ =~ 7
1TO3MONTHS . & . .
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~ VOLUNTEER PROGRAM'

. DEVELOPMENT STEPS:

L staft - T . [ .
e ~ orientation '

e .. .. [~ rvecognition |
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TRANSPARENCY G

1

' .

SESSION 3:-  INSTRUCTIONS FOR
SMALL GROUP WORK
1. GROUPS OF 4-5 PARTICIPANTS ARE
ESTABLISHED.

~ 2. EACH GROUP CHOOSES A STEP FROM THE
PLANNING AND IMPLEMENTATION . MODEH
FOR DISCUSSION. - .

3. SMALL GROUPS CONVENE AND READ THE.

RELEVANT PAGES INTHEVPDG. . . f :

4. GROUPS PREPARE A PRESENTATIONFOR
THE LARGE GROUP. | s

5. LARGE GROUP RECONVENES; SMALL - =~
GROUPS MAKE PRESENTATIONS INTURN. .

kS
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SESSION 4: MTRUCTIONS FOR
SMAL:L GROUPWORK

1. GROUPS OF 5 OH 6 PARTICIPANTS ARE
FORMED TO DISCUSS PROBLEM AREAS IN .
THEIR AGENGCIES AND THEIR INITIAL PLANS. .

2. A RECORDER IS CHOSEN FOR EACH GROUP.

" 3. EACH PARTICIPANT IN TURN PRESENTS HIS - ;-
OR HER PROBLEM ANALYSIS AND T
.APPROACH TO SOLUTION ANDINVITES - * . ~

COMMENT AND SUGGESTIONS FROM THE - 3 o
GROUP ' ' :

4. RECORDER TAKES NOTES IN onosn TO
'~ PRESENT SUMMAHY TO LARGE GF"UP S



Tralping Evaluation:
- Participant Feedback
Instrument - = .
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Inttoduction

Most trainers, while interested in evaluating workshops
or training events they conduct, are not interested in
rrying out elaborate tests, and unless they are engaged
in a research project, sophisticated statistical procedures
for analyzing participant feedback are not required. The
participant feedback evaluation instrument and the fol- .

towing guidelings for its use are designed to provide the .

teainer with an easy-to-use method for assessing the ef.
fectiveness of -the traimng event he or she has just
conducted.’

Anonymity of Participants

Since the purpose of the feedback is to provide the
trainer with information about the training event rather
than information about the pcrformanee of individual
~ participants, there is no need for the pprtlcipams put

their names on the feedback forms By guarantcc}rg the
anonymity of the participants’ responses, the trainar
inceeases the chances of receiving honest feedback, re-

sponses which most aucuratciy reflect the reality of the _

training eyent.

"Admrnistcring the Feedback Form

it the feedbaLk form is to be used, this should be stated

{ gestion is that 50 per

-

mmute Participants should be givel a brief cxplanauon
about the purpose of the forms beford they are distrib-
uted. The instructions are sclf-oxph\ ory.

Coding the Forms

- To-code the data into a usable form, the trainer needs
simply to tally the responses from the individual forms
into a table such as below.

- Interpreting the Dat‘i

. What is the central tendency or central position of the
participants as a group as reflected by the rating scale?
The quickest mdasure of the group’s central tendency is
the mode, that is, the rating that occurred most fre-
quently: As one can see in the table above, the mode or

,the rating most fréquently used by the participants was
4 (above average). While each trainer may determine
what will constitute a successful workshop, one sug-

nt or more of the responges

should be above 3 on the rating scale, As one can. see,

54 percent of the responses were above three. Using the

above criterion this workshop would be called successful.

R .

at the heginning ot the program rather than at the last &
) Nuan Participant Responses as Distributed Across Rating Categories -
o 1 2 3 4. 5
o Excep. Below Above Excep.
RA4ting Categories . poor average Average average - good
. Clarity of objectives ' , 1. 1 3 v ? 1 .
Organization of workshop . 1 2, 4 3 \
. N . o
eness of content : 2 4 3 1 }
) Cb?ty of presentation i 5 4 1
E ffactiveness of teaching aids 1 4 3 "2
* FOTAL ot ] 4 18 19 g
: \ L., e
ber and % of responses ‘ _ i}
/ 23 (d6%) . 27 (54%)
! \ -
“*. | .
"\ 3
) .
‘d. . X -
o . _ —_ — _ » . '—.‘ . ’ -
| :
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. Using Volunteers in Your Agericy, a Workshop . ' )
¢ ’ T _
1'¢ - - 4
Participant K fo
cipan oodbgc form /\ | B
Please indicate your assessment of this workshop by ck_rllng one number under eoch of the categories listed below. R -
- R » . . > Tt
. Clarity of Ob)ectlm The objcctives of thh workshop werd undarstaodable as prosent&d and bocamc
h evudcnt as the program unfolded. . 4 .
s - . . N . A
E"“p‘_k""”)’ . ,....ﬁ?!?.‘!_, L — - Abowe 'Exceptionally — —«~
o Poor Average Average Average Good
1 2 ‘ '3 4 -
r oo ‘ , -~
_ Orginization of Workshop: - The sequence and duration of the workshop were scheduled in a way which facili- .0
! tated my learning.- _
- _ Excepuonally Belo.w Above Exceptionally
oor = - Average . - Average Average Good /
i 2 . | 3 : g - s T
. . - \gl . % L : ;
. Appropriateness of Content: The content and materials bélected for the workshop werc scheduled in a way which ;
faci"tatedmy Furnmg . :
‘ Ex_captignﬁlly _ Below T ' Abov? E-xcﬁbtion:l!y
Poor s Average Average Average - Good
AN 1 1 S 3 4 o L R At
: ﬁammhwnmion: Tho conmntpf the workshop was pmonted in R way that was undemmdabie
) * - : e .
Exceptionally Be&ow : Abovo__- Excqptiomlly -
- Poor , - Average Average . Average - Good -
t T P N p .
.-.‘ ‘ . - . - ., ' . .h‘.‘

92



Effectiveness of Teaching Alds:  The teaching aids_(ov_erhca_d transparenqi&i, filmstrips, and hand’duts) faclliutec(ri;y
. . learning.
¢ . .
Exceptionally Below Above Exceptionaliy
Poor : Average Average Average - Good
N - 2 3 S S 5
5 .
z. y
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L
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